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You and Your Career 
Dear 4-H Senior member, 

Lifepaths 

Guiding your career, choosing leisure activities that satisfy your needs, deciding what training or additional 
education you need after high school, and getting your first job are some of the most important decisions facing 
you today. Your career development is like a complex jigsaw puzzle. Sometimes it is difficult to decide which 
pieces fit best. Your decisions, planning, and actions shape the puzzle to your unique career. 

Most teenagers consider only 15-20 occupations as they think about their future. In reality there are hundreds 
of different occupations and many could be right for you. When you were younger and dreamed of what you 
would be when you grew up, you thought it would be a "long time" before you had to make any decisions 
about what you would do. Now, as you approach adulthcxxt, that "long time" is very near. 

A career is a combination of the work you do and your leisure activities. There is no crystal ball to predict the 
perfect career for you. It is important to explore several options and learn as much as possible about yourself 
and your needs and wants. Then you can mesh that infonnation with occupational infonnation and be able to 
train to do something you are truly excited and enthusiastic about. Your attitude toward what you are doing is 
an important component in making you a success in whatever career you choose. 

A career makes it possible for you to express your self-concept. (Self-concept is how you see yourself1) Since 
you may change jobs or occupations several times in your life, there is a need to have accurate knowledge 
about the work world and which occupations allow you to use your strongest talents. 

Both men and women seek to fulfill their needs through their occupations and their leisure activities. You will 
live half your waking hours at your job. If you know what you really like to do and can do it at your 
workplace, as your job, you will enjoy your time spent working. Leisure activities can help you prepare for 
work and/or can satisfy needs outside of work. 

To make the best use of your schooling and your part time job experiences, you need to consider what 
occupation you want to pursue-what work you would like to do in your adult life. There is no need to rush 
into a decision. Making that final decision about working isn't so important at the moment; you have time to 
do that later. Now is the time to explore. Learning about occupations can be fun. Dream your wildest dreams 
and your most practical ones and explore them all. Now is the time to find out as much as you can, and to 
prepare and plan so that your career will be the most rewarding and successful for you. 

You are the person who will ultimately decide what to do in your career. Your attitude, desire, and preparation 
will be helpful in achieving success in these career exploration activities. Finding an occupation and choosing 
leisure activities are essentially a do- it-yourself task. Parents, friends, and others may be helpful at various 
stages, but only you can find the occupation and leisure activities which are right for you. 

The activities in this book are designed to help you expand your options for a satisfying career. ,'.lech 
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~;,~_Learning Objectives 
). ; r for ~his Senior Career Development 
v pr Project Book are: 
.Spec,, 

• Identify approaches and techniques for creating 
success in career planning. 

• Recognize your own special abilities, interests, and 
skills when planning a career. 

• Become aware of the many occupations available. 

• Become aware of the relationship between 
occupations and personal abilities, values, and goals. 

• Formulate plans for a career for yourself. 

• Gain knowledge and first hand experience as well as 
test your interest in specific occupational fields 
through volunteer experiences. 

• Recognize the importance of job application forms, 
and complete an application work sheet for your 
future use and reference. 

Terms 
• a career is your leisure activities combined with the 

work you do 

• Leisure is time you have free to choose the activities 
you pursue 

• Occupation is a group of related jobs 

• a job is worlc you do for pay 

• work is labor expended to do/make something of value 

Skills 

Skills are the heart of entering various occupational 
fields. Skills break down into four groups determined by 
whether or not they are used with data (information), 
people, things or ideas. The following are some examples 
of skills in each of these areas. Circle the skills which 
best describe your abilities. 
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Data skills are comparing, copying, compiling, 
researching, analyzing, coordinating, organizing, and 
designing. Others you can name . 

People skills are helping, setving, speaking, persuading, 
supetvising, training, instructing. Others. 

Thing skills are handling, tending, using tools, working 
with nature, driving, controlling, precision work, 
repairing. Others you can name. 

Idea skills involve analytical thinking, creating, writing. 
Others. 

Note: The words used in the boxes to describe these 
skills are action words. Use these or other action words 
on a resume when describing past experiences and then 
give an example. 

It is never too early to begin planning for your future. 
You will have a better chance of turning your dreams 
into reality if you develop a plan with a number of steps 
along the way on which you can build. Your education 
and experiences add up toward achievement of your goals. 

Planning for the future and working hard to achieve your 
plan are skills that you will use many times during your 
life as you pursue one goal or another. You can always 
change your mind and take another path. When this 
happens, you will know how to tackle the challenge. 

As part of your planning, look at occupations that 
interest you on the Virginia VIEW microfiche or 
computer program. See the Nature of the Occupation 
and Worker Requirement sections. List the action words 
describing skills needed in that occupation. Do these 
deal with data, people, things, or ideas? 



Know yourself 
The first place to start is with yourself, assessing your 
own individual interests, abilities, values, and goals. 
Answer the following questions carefully and truthfully. 
You may wish to talk with your parents, leader, and 
teachers to see if your answers about yourself agree with 
what others have observed. You will be using this 
information as you pursue the Virginia VIEW Career 
Search activity with your leader. 

Looking at me-my skills 
A. Write a "1" beside the school subjects you enjoy 

most. Write a "2" beside your second favorites. 
_Physical Education 
_Mathematics 
_Science 
_History/Social Studies 
_Economics 
_Languages 
_Literature 
_Home Economics 

Music/Art 
_other __________ _ 

B. What health or physical limitations should I consider 
in making a career choice? (examples: allergies, back 
problems) _____________ _ 

C. Types of things I like to do best in my spare time: 
1. 
2. 
3. 

D. According to my grades, what things do I do best? 
1. 
2. 
3. 

E. Which of my 4-H or extracurricular activities have given 
me the greatest pleasure and satisfaction? (list three) 
1. 
2. 
3. 
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F. Three things I feel I do very well: 
1. 
2. 
3. 

G. Three things that my parents think I do well: 
1. 
2. 
3. 

H. What do I desire for my future? 

I. I like to: 
_Work with people 
_Be of service to people 
_Work with my hands 
_Operate Machinery 
_Work out of doors 

_Read 
_Study 
_Travel 
_Investigate 
_Do detailed work 

J. My three outstanding characteristics are: 
1. 
2. 
3. 

K. I would prefer to work: 
_By the hour 
_Fora fee 
_By piece work 
_For a salary 
_For a commission 

Did you know? 

Education has the most direct effect on income and job 
success. The best jobs are highly competitive and 
many require specialized training and technical skills. 

Education Achieved 
High School Dropout 
High School Graduate 
Vocational Diploma 
Associate Degree 
Bachelor's Degree 
Master's Degree 

Average 
Monthly Incomes 

$693 
$1,045 
$1,219 
$1,346 
$1,841 
$2,281 



Community Involvement 
Volunteer Experience 

Your community can be a learning laboratory. It is a 
place where people live, work and play together. 
Neighborhood and city organizations provide many 
opportunities to learn about citizenship responsibilities, 
to learn how to work effectively with others and to 
develop attitudes and values related to being a 
productive member of the community. 

As you work toward a major career goal, it is important 
to test your interests periodically, either through a work 
or volunteer experience or by exploring a variety of 
leisure activities. This is a way to be more certain that 
your chosen occupational field is something you really 
want to do. Everything you learn along the way will be 
helpful to you whether you continue on your chosen 
path or adjust and change along the way. 

Most people have more than one occupation or job 
during a lifetime. Keep your options open by being 
flexible, being willing to be mobile, and acquiring skills 
that will adapt to different work requirements. 

Volunteer Experience 

Your leader will work with you to help you find 
placement at a volunteer site that fits your interests, 
skills, and goals. You will spend 15 hours working as a 
volunteer. Maintain a log to keep track of your hours 
and describe your experiences. Also complete the career 
analysis on the following page. 

My volunteer site:------------
Contact person: 
Telephone number: -----------
My volunteer responsibilities: -------

Note: Keep in mind that your volunteer work may lead 
to a summer job, or full time employment in the future! 
So behave on your volunteer work as if it is a job! 

"Funny thing about life; if you refuse to accept 
anything but the best, you very often get it." 

~\¥.Somerset Maugham 
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Outline for Volunteer Experience Log 

Each time you put in hours at your site, include the 
following information on a separate sheet in your log: 

1. Date and time. 
2. Briefly describe tasks you performed. Examples: 

•Something new that you learned 
•A mistake you made: (it's not the end of the world! 
Everyone makes mistakes) 

•Something that especially interested you 
•A funny incident 

Conclusions: at the completion of your 15 hours, write a 
paragraph (or more) on your conclusions about the 
experience. Include things that you could have learned 
only by working in this field. Examples include: \Vhere 
do I go from here? This really is/is not for me. \Vhat 
other occupations or jobs did I become aware of through 
this experience? How has this been beneficial to me? 

Conclusions: 

Leader initials completion of volunteer project. __ _ 



Occupational Analysis 
Complete the statements below for your volunteer 
occupational field using the Virginia VIEW 
occupational infonnation on microfiche files. 
Interactive VIEW computer program and other 
resources that you have explored with your leader. 

Your guidance counselor and librarian are additional 
resources for you. 

Occupational field: _________ _ 

1. Requirements for this occupational field are: 
•physical 

•educational 

•licensing 

•personality traits 

2. How my interests and abilities suit the requirements: 

3. The benefits are: (paid vacation, retirement plan, health 
insurance ... ) 

4. Locations where this kind of employment is 
available: (cities, states, geographic areas) 

5. The income range for this field is _____ to 

•Starting salary potential is pet'. __ ---' 
• Expected earnings after 2 years _____ _ 
•Expected earnings of an experienced worker 
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6. The chances for advancement are 
__good 
_average 
_poor 

7. Hazards with this occupation are: 

8. The main responsibilities of this occupation are: 

9. Advantages of this occupational field: 

Disadvantages: 

10. In the future, this occupation is predicted to: (growth, 
changing responsibilities or locations ... ) 

11. Skills I have identified from the previous page which 
will suit this occupation: 

12. Skills I need to strengthen or develop for this 
occupation: 



Preparing for Employment 

Getting a job is simpler than choosing an occupational 
field in which you will be happy and successful. Your 
leader will help you explore occupational possibilities in 
4-H projects. You may want to list: the project, 
occupational possibilities, education and training required, 
whether jobs in this occupation are likely to be found in 
rural and (or) urban areas, and whether the opportunities 
for promotion and salary increase look good 

Paperwork 

Getting a job involves paperwork. Often this paperwork 
gives employers their first impression of you; it is your 
job application, resume, and/or cover letter. 

Most places of employment will ask you to fill in an 
application form. Much of the factual information on 
most applications is on the following worksheet. 
Complete the worksheet and take it with you when 
applying for a job. 

Some applications must be completed in the employer's 
office. Some employers will allow you to take the form 
home to complete. This will give you more time to think 
about your answers and talk with your parents or leader 
or others about your responses. It is appropriate to ask 
politely if you might take the application home to complete. 

More tips for career planning 

Keep at it: Career planning takes time and energy! 

Be flexible: There are many occupational and 
leisure opportunities for every combination of skills 
and interests. 

Keep learning: Plan for lifelong learning to 
increase opportunities for success in work and 
leisure activities. 

Accept help: Most jobs are obtained through 
information and assistance from friends and 
relatives. Often this information is not advertised. 
Infonnation and guidance about leisure activities 
comes from friends, too. 

Build a network of career contacts: Throughout 
school and beyond, keep in contact with people 
who can help you build your career. 

6 

If you are responding to a job advertisement from the 
newspaper, most employers will ask for you to mail 
them a cover letter and resume rather than to call or visit 
them. It is very important to follow the proper business 
letter-writing format when preparing your cover letter. 
Your English teacher can give you the guidelines and 
some advice on how to write the best cover letter in 
order to make a good first impression. 

Other Suggestions 

1. Read directions carefully and follow them exactly. 

2. Make sure you know your social security number. 

3. Use a pen with black or blue ink. Type if you can. 

4. Write or print clearly and neatly. 

5. Give complete answers. If a question does not 
apply to you, write NIA (not applicable) 

6. Sign your signature in cursive writing. 

7. Write out each word. Do not use abbreviations 
unless you run out of space. 

8. Practice on applications before you go out to apply. 

9. Have someone proofread your application. 

10. Carefully check the application for errors before 
you turn it in and keep a copy. 



Job Application Worksheet 
This worksheet is a sample job application form. Fill it out completely. Take it with you when you apply for a job. You can 
copy the infonnation from this sheet onto the real job application form. Be sure to include your volunteer experience am 
other 4-H experiences that might be applicable. These items may fit under special experience or apprenticeships. 

Name: last first middle Social Security Number 

Address: Apt.# street Phone: Work Home 

City State Zip 

How long have you lived at present address? -----------------------
Last previous address: ------------------------------
In case of accident notify: -----------------------------

Education and Training 

Middle school 

High school 

relationship ________ _ 

name an dl ocahon 
Did you 

d ? 1mti uate. 

phone ____________ _ 

d ate f d course o stu IV 

If you expect to graduate from a school or program in the near future, please explain: 

List any special training or experience: 

List any equipment or machinery you are qualified to operate: 

Have you ever served an apprenticeship?------------------------
If so, in what field, briefly explain: ____________________ ~-----

What are your primary leisure activities? ------------------------

What skills have you developed in your leisure activities which would be beneficial on a job? 
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Employment History: List current and previous employers beginning with most recent and continuing back through your 
entire history. Include part time, summer, or after school work. 

1. Employer-------------
Address -------------
Phone ____________ _ 

Dates employed ----------
Supervisor ____________ _ 
Wage: start. ____ ~ending ____ _ 

2. Employer ____________ _ 

Address -------------~ Phone ______________ _ 
Dates employed __________ _ 
Supervisor ____________ _ 
Wage: start~ ____ ending ____ _ 

3. Employer ____________ _ 
Address ____________ _ 
Phone ______________ _ 
Dates employed __________ _ 
Supervisor ____________ _ 
Wage: start. _____ ending ____ _ 

Reason for leaving ------------

Duties _______________ _ 

Reason for leaving ------------

Duties _____________ ....,..-__ 

Reason for leaving ------------

References: List three people, not related to you, who know your qualifications. Be sure to get their pennission before 
you list their name as a reference. 

Name Address Phone Relationship 

Military History: Have you ever served in the armed forces: yes oo 
Branch: Rank: Type ruse~~~~~~ 

Note: Be prepared to answer questions such as: 
What type of work do you want? Which shifts can you work? 
How much do you expect to earn? When can you begin work here? 

Do you have reliable transportation to work? 
Have you missed school or work due to illness? 

TODAY'S YOUTH 

---
TOMORROW'S LEADERS 
TOMORROW'S WORKERS 
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