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Goal

The OKCIS LAP will teach you how to use the on-line program that will provide accurate and specific information about career exploration. Using OKCIS, you will learn about your talents, interests, and skills, prepare a resume, research occupations, and investigate education and training.

Information Sheet

Have you ever dreamed of being an actor, athlete, lawyer, rock star, or even President of the United States?  Dreaming about careers is fun, and most of us do it at one time or another.  But when it comes time to actually choose a career, you need more than dreams.  You need information about yourself and your career choices.  You will then be able to make better choices.  You should start learning how to explore careers as early as elementary school by gathering the information you will need to make career decisions later.  How do you choose a career that is right for you?  The key is knowing yourself-your interests, abilities, talents, and goals.  You are much more likely to make a good career choice if you match your career choice with what you like to do and what you do well.

Exploring careers means exploring yourself.  It means looking inside yourself to find your talents, interests, strengths, and weaknesses.  It means asking yourself questions like the following:

· What do I like to do?

· What do I not like to do?

· What am I good at?

· What am I not good at?

· What occupation am I interested in?

You should also be examining and identifying the lifestyle you hope to have because your career choice affects everything you do in your life.  Most of you will probably work for the greater part of your life.  The graph on the next page will help you picture how much of your life will be spent working. As you can see on the graph, the average person spends over 60 percent of his or her life working. 
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Career Exploration is a method of learning about careers and a wide variety of career opportunities so that you can identify the ones that fit you best. Job shadowing, career fairs, career speakers, and career courses are ways to explore a chosen career. As you learn about different careers, you will be able to eliminate some that don’t fit you. For example, if you hate to work outside, you probably wouldn’t want to be a forest ranger or a construction worker. As you examine each career, think about how that particular career will mesh with the lifestyle you hope to have. Some careers demand more time and energy than others. Ask whether the career demands fit with the lifestyle you want. Learning about careers does not guarantee a successful career choice, but it does help. 

One aspect of career choice that needs to be explored in advance is the education needed. It is important to think about your career choices before your graduate from high school. Knowing the educational requirements early will help you plan your education to meet these requirements. High schools have specific requirements that must be met before graduation. 

Many universities, colleges, junior colleges, community colleges, and technical schools have admission requirements in addition to a high school diploma. Some jobs require  successful completion of specific coursework before you can even apply for work. Some high school classes may make it possible for you to avoid retaking the same class in college. Plan your high school education so that it will meet your future educational needs. You can accomplish this by having a plan of study, planning a sequence of coursework for four to six years that leads to or supports a career goal, and talking to your school’s counselors. 

Understanding why people work and identifying the reasons you will work will help you make better career choices.  People work for many reasons.  The most obvious is to make money to pay for things they need to live such as food, clothing, and housing.  Most people also want to buy things they want, such as cars, computers, electronic equipment, and vacations.  People also work to save for major expenses like a child’s education and for their own retirement.  Students often start working while still in high school to have money of their own to spend or to help pay for college or vocational training. 

While earning money is the major reason most people work, it is not the only reason.  Do you know people who work even though they don’t need the money?  Think about some of the athletes or movie stars who make millions of dollars a year.  Do they really need the money anymore?  Probably not.  Then why do they keep working?  People like actors and athletes often like the attention they get by being a “star.”  Many like the satisfaction they feel from performing well or competing and winning.  People who don’t make millions of dollars often work for the same reason.  They like the way performing well on the job makes them feel.  Working increases their self-esteem and makes them feel valued and important.

Before you choose a career, you should identify why you are working.  Is making lots of money important?  What are you willing to do to make this money?  How long and hard are you willing to work?  Are you willing to spend all of your time working, or do you want some time for fun?  Consider each of these things as you explore career possibilities.  

What are some other reasons people work?  Many work because they enjoy the company of other people.  They like to be around people, work with other people, and maybe even form friendships with their co-workers. Is working with people important to you, or would you rather work alone?  Some careers require that you work with people; in others, it might not matter; in some careers, you might have to work alone.  Consider how you prefer to work as you explore careers.

Do you like to lead, or would you rather follow someone else’s lead?  Do you like to teach others what you know how to do, or do you have trouble explaining things to other people?  These can be important considerations in choosing careers.

Often people work because they enjoy making something; they like to see concrete results from their work.  These people usually produce a real product that can be seen and touched.  Other people work so that they can help society.  They often work for environmental agencies, in law enforcement, or fire prevention.  Doctors and nurses may work in free clinics.

It’s probably hard to imagine the day when you will work at a real job instead of going to school.  It seems so far in the future.  Remember the choices you make about your education can affect your job choices.  It is important to plan your high school education so that it meets your future career plans.  No one wants to be a graduating senior who finds out too late that he or she didn’t take the right classes or didn’t make the required grades, or take and pass a required test.  Planning helps ensure that you will be able to move forward toward your career goals, and OKCIS helps you plan.

Vocabulary Words

Apprenticeship – formal training program that involves work experience and sometimes classroom instruction

Ability – able to do or perform something well

Aptitude – a natural talent you are born with, especially a talent that can be further developed.   
Associate degree – degree/diploma received from a two-year junior or community college for completing a specific program

Bachelor’s degree – degree/diploma received from a college or university for completing a specific program

Career portfolio - a collection of work samples, transcripts, and certificates compiled by job applicants that can be given to prospective employers when applying for jobs.

College admission requirements – the coursework required before you can be admitted to a college or university
Comprehensive universities – universities that offer graduate study in selected fields leading toward a doctoral degree

Doctoral degree – degree/diploma received for completing specific work after completing a bachelor’s and/or master’s degree

Graduation requirements – the coursework required before you can graduate

Interest inventory - a self-assessment tool, used in career planning, that assesses one's likes and dislikes of a variety of activities 

Job shadow - a worksite experience in which a student spends time one-on-one with an employee observing daily activities and asking questions about the job and industry.
Master’s degree – degree/diploma received for completing specific work after completing a bachelor’s degree

Plan of action – written list of goals and plans for accomplishing them

Plan of study – a planned sequence of coursework for four to six years that leads to or supports a career goal

On-the-job training – specified training by an employer that is completed by an employee while working

Regional universities – universities that offer graduate study below the doctoral degree

Resume - a written document that lists your work experience, skills, and educational background;  used as a marketing tool by job seekers

Scholarship – a grant of financial aid awarded to a student for the purpose of attending school

Technology centers – occupational training centers located on campuses throughout Oklahoma that provide training and certifications in a variety of programs to qualify students, both secondary students and adult, for jobs 

Check Sheet of Objectives
	   Assignments


	Completed Work 

	Day 1
	Take Pretest

Read the Information Sheet and Vocabulary Words  

Complete Objective 1: Create a portfolio.                                                                                                                                                                                                                                                                    

Complete Objective 2: Use OKCIS to save Advertising Managers – Preparation in portfolio.           


Complete Objective 3: View video on Advertising Managers.
	______

______

______

______

______



	Day 2
	Complete Objective 4: Create a resume.

Complete Objective 5: Save resume to your Portfolio.

Complete Objective 6: Print resume.

Complete Objective 7: List factors from Career Quest that are important to have or avoid.

Complete Objective 8: Rank these Career Quest factors.
	______

______

______

______

______



	Day 3


	Complete Objective 9: Use OKCIS to complete the Career Quest assessment.

Complete Objective 10: Print the results of the Career Quest assessment.

Complete Objective 11: Read the Topic Overview of one occupation.

Complete Objective 12: Print your responses to the occupation.

Complete Objective 13: Print a comparison of two occupations, relating the factors.

Complete Objective 14: Save Career Quest results to your portfolio.
	______

______

______

______

______

______



	Day 4

IDEAS Assess-ment
	Check with your teacher to see if your school has a subscription for IDEAS Assessment. If the school does not, continue on to the O*Net Interest Profiler.

Complete Objective 15: Use OKCIS to complete the IDEAS Assessment.

Complete Objective 16: Read and summarize an Occupational Overview and list high school courses to take.

Complete Objective 17: Print IDEAS Assessment Interest Profile results page.

Complete Objective 18: Print the typical course work for the chosen occupation.

Complete Objective 19: Save IDEAS Assessment results to your Portfolio.

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  - - - - -


	______

______

______

______

______

	O*Net Interest Profiler

Con’t

Day 4
	Complete Objective 20: Use OKCIS to complete the O*NET Interest Profiler.

Complete Objective 21: Print the O*NET Interest Profiler results page.

Complete Objective 22: Save O*NET Interest Profiler results to your Portfolio.

Complete Objective 23: Read and summarize an Occupational Overview and list high school courses to take.

Complete Objective 24: Print the typical coursework for the chosen occupation.

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

Complete Objective 25: List occupations that are on both of the interest inventory lists (Career Quest and IDEAS/O*NET).

Complete Objective 26: Answer research questions about an occupation.
Complete Objective 27: Write sentences about a Real World interview.

Complete Objective 28: View an occupational video.

Complete Objective 29: Name the military branches of service that offer this occupation, and list the Special Requirements that are needed.  

Complete Objective 30: Save a military occupation to your Portfolio.


	______

______

______

______

______

______

______

______

______

______

______

	Day 5
	Complete Objective 31: Answer questions about a college.

Complete Objective 32: Save a technology center program description to your Portfolio.
	______

______

	Day 6
	Complete Objective 33: Create and print a letter to a school.

Complete Objective 34: Write a summary paragraph about an athletic scholarship or scholarship scam.

Complete Objective 35: Write a summary explaining when to apply and the requirements of OHLAP.
	______

______

______



	Day 7
	Complete Objective 36: Complete a Plan of Action.

Complete Objective 37: Complete a Plan of Study using information from your occupational searches, high school graduation requirements, college entrance requirements, and high school course catalog.
	______

______

	Day 8

Skunk Works
	Complete Objective 38: Print a summary of your OKCIS Portfolio

Complete any incomplete assignments.

Take Posttest and Spelling Test.

Hand in assignments.

Complete one of the Skunk Works activities.


	______

______

______

______




Day 1

To complete these objectives, follow the directions shown below this box. 

Complete Pretest.

Read the Information Sheet and Vocabulary Words.

Complete Objective 1: Create a Portfolio.                                                                                                                                                                                                                                                                    

Complete Objective 2: Use OKCIS to save Advertising Managers – Preparation in


Portfolio.           


Complete Objective 3: View video on Advertising Managers.
Now let’s start learning about OKCIS. Follow your teacher’s instructions to turn on the computer and open OKCIS. 

Pretest Instructions

Get the pretest questions from your instructor. You will need a computer scan sheet or card to record your answers to the following posttest. Be sure to write your name, the title of the LAP, the date, and the class period on the computer scan sheet or card using a No. 2 pencil. Use rows 1-16 to record the answers to the Pretest. If your answers will be hand-scored, use a blank sheet of paper to record your answers and number your answers 1-16.

When you finish the pretest, return the test form and the computer scan card or notebook paper to your instructor. 

Creating Your Own OKCIS Portfolio  

Log In
Go to http://okcis.intocareers.org
Enter your school or site user name and password.

The program will open to the OKCIS home page. Glance through the different choices available in the program. 

FOLLOW THESE STEPS:

1. Click on My Portfolio in the upper right corner of the home page

2. Don’t have an account? Are you a new user? Click on Create My Portfolio and fill in as many fields as possible on the form that appears. Items with  red asterisks indicate a mandatory field. By completing all fields, you are a step closer to completing a resume. The information you record here will be used when you create your resume.
To create a portfolio, you or your teacher must determine your own unique user name and password, which you will be able to use to log directly into OKCIS in the future. 

Note: It is important to remember your user name and password to view your own folder and to save and personalize your career information. Your portfolio will contain your resume, plan of study (courses you plan to take in high school and beyond), assessment results, and occupational and educational information files of interest. Remembering your user name and password will prevent you from repeating the same steps. 

3. Use the user name and password your teacher provides or create your own user name by entering your first and last name with last three digits of phone number. For example: davesmith403. The user name must contain at least six characters with no spaces. 

The password must contain at least six characters and at least one non-alpha character (such as a number or symbol). 

Note: Write your user name and password on an index card and give to your teacher. 

4. Click Submit.

Note: OKCIS has a time-out feature of 20 minutes. Lack of activity for 20 minutes will cause a session to be logged out. Log back in using your personal user name and password.

5. You will receive a Privacy Statement with information explaining that the advantage of creating a portfolio is to save your answers to the various assessments and save what you started so you can finish on another day.

6. This statement also asks you to choose whether you want your teacher/counselor to have access to your portfolio. 

 
( Yes, it is ok for the teacher or counselor to view my portfolio.


( No, I do not want anybody to view my portfolio.

Select the “Yes” option. Your teacher will be able to review your class work.

7. Click Submit.

You will receive a message indicating that your preference has been updated in the database. 

8. Click Start to begin using the Oklahoma Career Information System (OKCIS).

How to Save Information

1.  Once the OKCIS home page appears, click Occupations under the heading Occupations & Employment (left-side column).

2. Click on the occupation title Advertising Managers and then click on the topic Preparation under the heading Overview. Read the preparation needed for this occupation. 

3. Click on Save (top right).

4. Before OKCIS saves this occupation into your portfolio, you will be given the

opportunity to enter some thoughts about why you saved this file. Use the

mouse to place the cursor in the box before typing. For practice, type: “I am

creative and have strong communication skills. See Preparation Topic.”

5. Click Save Information.
Notice a link to the Advertising Manager file has been saved in your portfolio

under the heading “My Saved Occupations” and your thoughts are posted and dated. If you want to read or change your thoughts, simply click on “edit.”

6. To return to the occupation file “Advertising Managers” click on the word “Advertising Managers.” 

7. On the left-side column locate Videos. Select View Video. Choose the language and ask your teacher which Speed to select: Speed 56K (Dial-up users) or 256K (DSL Cable, T1 users). Then click on Show Video.

8. Return to Home page (top right).

9. Turn off computer by following your teacher’s instructions. 

10. If you complete Day 1 Activities with time left over, you may begin Day 2 Activities. 

Day 2

To complete these objectives, follow the directions shown below this box.

Complete Objective 4: Create a resume.

Complete Objective 5: Save resume to your portfolio.

Complete Objective 6: Print resume.

Complete Objective 7:List factors from Career Quest that are important to have or     avoid.

Complete Objective 8: Rank these Career Quest factors.
Create a Resume

Log In
Go to http://okcis.intocareers.org
Enter your OKCIS portfolio user name and password.

FOLLOW THESE STEPS:
1. Click on My Portfolio (top right).

Use the username and password you obtained from your school or organization. Click on Sign in.
2. Click on My Education and Work History menu option.

Under the heading “Resume Data Entry,” notice that “Personal Information” is

displayed. The information you see recorded here came from the personal

information submitted when you first created your portfolio.

3. Click on Education History.

4. Click on Add a School.
5. Fill in all fields except Major and Degree.  

6. Scroll down and click Save Information.
Notice the school entry has been saved. Not all of your entries will be shown, but the information will be saved for the completed resume. If any of the mandatory fields are not completed, when you click on the Save Information button, a prompt to complete them will appear.

7. Click Work History and then click on Add a Work Experience. 

8. Fill in all fields except Starting Pay, Ending Pay, and Reason for Leaving. If you have more than one work experience, click on Add a Work Experience and complete the fields. 

Not all of your entries will be shown, but the information will be saved for the completed resume. If any of the mandatory fields are not completed, when you click on the Save Information button, a prompt to complete them will appear.  Be sure to scroll down and click on the Save Information button.

9. Click Skills and Achievements, and then click on Add Skills and Achievements
Fill in all fields:

Equipment: Include office equipment (computers, calculators, fax machines, telephone systems). Include your keyboarding speed (in words per minute). List machines or other equipment you can operate (construction tools, machinery, tractor, or other vehicles).

Special Skills: Include skills and personal qualities you want to highlight (work planning, constructing, surveying, team building, selling, work well with others, reliable, self-motivated).

Licenses: Include work-related or operation certificates (food handler’s permit, Red Cross certificates, driver’s license).

Interests: Include activities that relate to your goals, projects you have completed, and outside interests that show your skills.


Languages: List foreign languages that you can speak, read, or write.

Software Skills: List software programs you know by type and specific name. (For example: word processing, Microsoft Word, WordPerfect; databases: Access, Excel).

Click on the Save Information button.

10. Click References. Do not use a relative. Use the phone book to find their address. Fill in as many fields as you know and Save Information.  Add another reference by clicking on Add a Reference.  

11. Under the heading Create a Resume, click on Format and Print Resume. 

12. Under the heading Select a Resume Style, view an example of each style by

clicking on the active blue links titled Example.

13. Click the Back button to return from each example.

14. Pick the style you like best by clicking on the corresponding radio button

next to your favorite style.

15. Under the heading Select Sections to Include, choose Work Experience, Education, and Skills and Achievements by clicking on the corresponding boxes.

These are the sections that you entered data into.

16. Select List References under Resume Reference Option and click Create Resume.

Note: It may take a few seconds to generate the resume’s  PDF file, which will be saved on your desktop. After reviewing your resume, if it needs any adjusting, you will need to go back to the data entry sections to edit your responses accordingly.  Selecting RTF file will allow you to download your resume to spell check, change fonts, and format. To do this, select File and Save As. 

17. Follow your teacher’s directions to print your resume. Keep all your printouts to turn into your teacher on Day 8. To return, click the back button. 

Your resume will be located in your portfolio, My Portfolio, under the heading  My Education and Work History. To edit your resume, click on Edit. Follow the directions beginning with step 3 through 10.

Assessments

CAREER QUEST 

What is Career Quest? 

Career Quest is designed to let individuals say what they know about themselves (their likes and dislikes) and to create a list of occupations that match their preferences. It is not an assessment instrument or test. Career Quest locates occupations that match factors that you regard as important. 

Note: You will SAVE your results in your personal portfolio. 

1. Read the Career Quest Worksheet, Career Quest Checklist, and detailed factor pages to help you save time while taking Career Quest. 

Career Quest Worksheet

Career Quest helps you identify occupations that match what is important to you. It doesn’t tell you what you should be, but it matches what you say is important with the factors of occupations. Using Career Quest is kind of like asking a real estate agent to help you find a house. You might start by providing the agent with a list of desired features. Your list might include such things as: two stories, a corner lot, three bedrooms, two bathrooms, a laundry room, a family room, a dining room, a fireplace, landscaped yard, and a two-car garage with a workshop area. You ask him or her to bring you a short list of houses that are compatible with your preferences. The agent returns with the following information:

I found the following houses that match the features you are looking for:

( 100 two-story houses
( 75 have three bedrooms or more

( 35 have laundry rooms
( 65 have two or more bathrooms

( 25 are on corner lots
( 35 have both family and dining rooms

( 25 are on corner lots
( 16 have fireplaces

( 30 have two-car garages
( 10 have workshop areas

All 100 have yards with various degrees of landscaping.

The agent asks, “Can you be more specific about which preferences have priority?”

The real estate agent can only select houses based on the preferences and priorities of the buyer. Because the ideal house (with all the desirable features) rarely exists when price is also considered, one needs to prioritize the factors by importance – which factors are more important (e.g., 3+ bedrooms, both family and dining rooms) and which are less (e.g., fireplace and 2 car garages). By clearly stating what is needed and wanted, the buyer enables the agent to better search for possibilities; however, by being too specific, the buyer may eliminate a wonderful house because of a single factor that does not match. Somewhere in the middle are some great houses to consider.

Career Quest works in much the same way. It matches the list of features (factors) you want in an occupation with the factors of occupations and creates a list of occupations that match your preferences. Prioritizing the features by their importance to you produces the best list of occupations. During the process, you may decide to revise your preferences and make some compromises along the way. Like buying a house, you aren’t finished when you have a short list. The short list simply helps you focus your research efforts. Once a list of houses is narrowed down, the buyer needs to get a description of the properties, see photographs, do research about the community, and visit the houses before making a decision. No one can do that except the prospective buyer. Researching occupations and then deciding which occupation to pursue is much the same.
Career Quest Checklist

In Career Quest, there are 28 factors often considered in selecting occupations. These are not the only factors you will want to consider, but they represent factors important to many people and for which a computerized sorting tool can be useful. The following pages include descriptions for each factor. Follow steps 1 and 2 below to get the most out of this tool. The pages that follow will provide detailed information for each factor.
Occupation Sort Factors  

(() Choose 10 – 15 factors.

(#) Rank from “Most Important” (1) to “Least Important.”    
	Instruction 1. As you read the descriptions on the following pages, write down the factors you want to use in Career Quest on a separate piece of paper or make a copy of this page. Choose at least 10 but not more than 15. As you review the list, think about past jobs or experiences, as well as future jobs, to decide what factors you would like to use in your search for occupations. When you start your search on the computer, you will be asked to report your references in those activities that you selected as important. Also, please mark as important factors work activities you want to avoid.

Instruction 2. The next step is to rank the factors you wrote down. Your number one priority should be the factor most important to you. On your piece of paper, write the priority number next to the factor. Write 1 by the most important factor, 2 by the second most important and so on. You will use this information when you start Career Quest on the computer.

Instruction  3. Keep your hand-written page or this page to turn into your teacher on Day 8.
	(
	#
	Factors

	
	
	
	Advise

	
	
	
	Artistic

	
	
	
	Assist and care for others

	
	
	
	Attention to detail

	
	
	
	Communicate

	
	
	
	Design equipment or systems

	
	
	
	Education and training

	
	
	
	Enterprising

	
	
	
	Flexible hours

	
	
	
	Independence

	
	
	
	Indoors or outdoors

	
	
	
	Influence others

	
	
	
	Job prospects

	
	
	
	Math and science

	
	
	
	Organize

	
	
	
	Physical activity

	
	
	
	Plants or animals

	
	
	
	Problem solving

	
	
	
	Responsibility for others

	
	
	
	Shift work

	
	
	
	Supervise

	
	
	
	Teach

	
	
	
	Travel

	
	
	
	Urban or rural

	
	
	
	Variety

	
	
	
	Wages

	
	
	
	Work with hands

	
	
	
	Work with the public

	


Career Quest Descriptions

The following pages describe the 28 factors available in Career Quest for selecting occupations. These are not the only factors you will want to consider, but they represent factors important to many people and for which a computerized sorting tool can be useful.

Advise

In some jobs, workers discuss topics with individuals or groups. Then they guide, suggest, or

recommend options or solutions. Examples of occupations in which workers advise others:

A great deal 




Hardly ever

Farm and Home Management Advisors 
Bakers

Lawyers 




Aircraft
 Mechanics

Artistic

In some jobs, workers express themselves through music, dance, words, or visual arts. In other jobs, workers design or create visually interesting, yet functional objects.Examples of occupations in which workers express themselves artistically:

A great deal 




Hardly ever

Architects 




Property and Real Estate Managers

Fine Artists 




Vehicle Painters

Assist and care for others

In some jobs, workers provide personal assistance, medical attention, emotional support, or other personal care to others. They work with patients, customers, or coworkers. Examples of occupations in which workers assist and care for others:

A great deal 




Hardly ever

Physicians 




Biologists

Psychiatric Technicians 


Engineering Technicians

Attention to detail

Some jobs require workers to pay close attention to details and make sure they complete all tasks. Examples of occupations in which workers pay attention to detail:

A great deal 




Hardly ever

Landscape Architects



Trash Collectors

Proofreaders 




Demonstrators and Promoters
Communicate

Some jobs require workers to speak or write clearly to communicate with others. Examples of occupations in which workers speak or write:

A great deal 




Hardly ever

Public Relations Specialists 


Merchandise Displayers

News Reporters 



Prepress Workers

Design equipment or systems

In some jobs, workers design equipment or products (e.g., factory machines, airplanes). In other jobs, workers design systems or processes to solve problems (e.g., computer networks).

Examples of occupations in which workers design equipment or systems:

A great deal 




Hardly ever

Computer Systems Analysts 


Air Traffic Controllers

Mechanical Engineers 



Insurance Adjusters and Examiners

Education and training

Some jobs require four or more years of school or training. Other jobs require a few hours of on-the-job training. Yet others require several years of experience or a combination of experience and training. Examples of occupations requiring the following length of education and training:

5 or more years 

2 to 3 years 


A few hours to 3 months

Physical Therapists 

Physical Therapy Assistants 
Home Health Aides

Lawyers 


Paralegals 


File Clerks

The categories in the education and training factor cover many levels of preparation. The list below shows common ways to achieve each level.

5 or more years

5 or more years of school (master’s, doctoral, or professional degree)

4 years of school (bachelor’s degree) plus one year of work experience or on-the-job training 

5 or more years of previous work experience

4 years

4 years of school (bachelor’s degree)

2 years of school (associate degree) plus two years of work experience or on-the-job training

3 to 4 years of previous work experience

2 to 3 years

2 to 3 years of school (associate degree)

2 to 3 years of on-the-job training

3 or 4 years of apprenticeship

up to 2 years of previous work experience

4 months to 1 year

4 months to 1 year of school

Previous work experience is helpful but not required

A few hours to 3 months

A few hours up to three months of on-the-job training

No previous work experience required

Enterprising

Some jobs give workers chances to start up and carry out new projects, activities, or ideas.

Examples of occupations with the following potential to be enterprising:

A great deal 





Hardly ever

Construction Managers 



Construction Helpers

Agents and Business Managers 


Movie Projectionists

Flexible hours

Some jobs require working 8 a.m. – 5 p.m., Monday through Friday. Others do not have rigid schedules and work time may be flexible. Examples of occupations in which workers have flexible hours:

A great deal 




Hardly ever

Writers 




Printing Press Operators

Recreation Guides 



Reservation and Ticket Agents

Independence

Some jobs allow workers to do their tasks in their own way with little direction. In other jobs,

supervisors tell workers what to do. Examples of occupations in which workers are independent:

A great deal 




Hardly ever

Heavy Truck Drivers 



Service Station Attendants

Watch Repairers 



Electrician Helpers

Indoors or outdoors

In some jobs, workers spend most of the day outside. In other jobs, workers spend most of the day indoors. Some people work both indoors and outdoors. Examples of occupations in which work is mostly indoors or outdoors:

Outdoors 




Indoors

Parking Enforcement 



Officers Bailiffs

Loggers 




Woodworking Machine Operators

Influence others

In some jobs, workers try to convince people to change their minds or their behavior. This may include getting people to buy something or interact differently with others. Examples of occupations in which workers influence others:

A great deal 




Hardly ever

Real Estate Agents 



Appraisers and Assessors

Travel Agents 




Transportation Agents
Job prospects

Occupations need new workers every year to fill new jobs or replace workers who move to other jobs. Some occupations need a lot of new workers; others don’t need many at all. The number of job openings may affect how easy it is for you to find a job. Over time, the job prospects for an occupation may change. Some occupations may have better prospects 10 years from now, and some may have worse prospects. Examples of occupations in which the job prospects are:

Excellent 



Good 



Poor

Computer Engineers 


Office Machine Repairers 
Computer Operators

Medical Assistants 


Dietitians 


Typists and Word Processors

Math or science

Some jobs require workers to select the correct math formulas or methods to solve problems. Other jobs require workers to use scientific rules and methods to solve problems or create new knowledge. Often an occupation uses similar amounts of math and science. Thus if it is high on one, it will be high on the other. However, a few occupations are high on math or science but not the other. Examples of occupations in which workers use math or science:

A great deal 





Hardly ever

Astronomers (math and science) 


Clergy

Accountants and Auditors (math only) 

Interpreters and Translators

Organize

In some jobs, workers schedule events, programs, and activities for groups of people. In other jobs, workers organize data or other types of information.

Examples of occupations in which workers organize:

A great deal 




Hardly ever

Loan Clerks 




Models

Meeting and Convention Planners 

Maids and Housekeepers

Physical activity

Some jobs require physical activity, like walking, climbing, or lifting. Other jobs require sitting or standing in one place most of the time. Examples of occupations in which workers are physically active:

A great deal 




Sitting, rarely moving around

Dancers 




Cartoonists and Animators

Fire Fighters 




Insurance Underwriters
Plants or animals

In some jobs, workers care for or work with plants or animals. Examples of occupations in which workers work with plants or animals:

A great deal




 Hardly ever

Animal Scientists



 Chemists

Farm and Ranch Workers 


 Freight Handlers

Problem solving

In some jobs, workers identify problems and review related information. They also develop and apply solutions. Examples of occupations in which workers solve problems:

A great deal 




Hardly ever

Computer Support Specialists 

Data Entry Keyers

Veterinarians 




Meat Cutters

Responsibility for others

In some jobs, workers are responsible for products or services created by other workers. In other jobs, workers take care of others who are hurt, in danger, or otherwise in need of protection. Examples of occupations in which workers are responsible for others:

A great deal 




Hardly ever

Sales Worker Supervisors 


Advertising Salespeople

Ambulance Drivers 



Dispatchers

Shift work

Some jobs require working nights or evenings. This may be only some of the time or it could be your regular schedule. These jobs may also require working on holidays. Examples of occupations in which shift work may be part of the job:

A great deal 




Hardly ever

Registered Nurses 



Elementary School Teachers

Security Guards 



Barbers

Supervise

In some jobs, workers supervise others. This includes guiding, directing, encouraging, and evaluating other people’s work. This may include hiring and firing. Examples of occupations in which workers supervise others:

A great deal 




Hardly ever

Office Managers 



Payroll and Timekeeping Clerks

Restaurant Managers 



Buspersons
Teach

In some jobs, workers teach others new subjects or how to do things. Teaching may occur in

classrooms or work settings. Examples of occupations in which workers teach others:

A great deal 




Hardly ever

Employee Training Specialists 

Employment Interviewers

High School Teachers 


School 
Bus Drivers

Travel

Some jobs require frequent travel away from home for one or more nights per week. Yet other jobs rarely require travel or workers travel during the day but return home at night. Examples of occupations in which workers travel:

A great deal 




Hardly ever

Flight Attendants 



Taxi Drivers and Chauffeurs

Sales Representatives 


Retail Salespeople

Urban or rural

Some jobs can be found only in large cities, while others occur only in rural areas. Many jobs can be found everywhere. Examples of occupations in which are mostly found in:

Small town-rural areas 


Large cities or small cities

Forestry Technicians 



Film and Video Editors

Commercial Fishers 



Merchandise Displayers

Variety

In some jobs, workers do different tasks almost every day or perform many different tasks during the day. Examples of occupations in which workers do a variety of tasks:

A great deal 




Hardly ever

Psychologists 




Telephone Operators

Business Executives 



Tax Preparers
Wages

Some jobs pay workers a lot of money. Other jobs pay modestly, and still others pay little. How much must an occupation pay (for regular, full-time work) before you would consider it? Even though inexperienced workers will probably receive less pay to start, answer as a person who has experience working in the occupation. These are the median rates before deductions. Examples of occupations with the median monthly wage of:

At least $4,500 


At least $2,500 


Minimum

Education Administrators 

Elementary School Teachers 

Child Care Workers

Natural Sciences Managers 

Fish and Game Wardens 

Nursery Workers

Work with hands

Some jobs require workers to use their hands to manipulate physical objects. This may involve using one’s hands to pick up, move or put together objects, use tools, or operate vehicles or machines. Examples of occupations in which workers work with their hands:

A great deal 




Hardly ever

Structural Metal Workers 


Civil Engineers

Auto Body Repairers Insurance 

Adjusters and Examiners

Work with the public

In some jobs, workers deal directly with the public, such as greeting or serving customers. In other jobs, working with the public includes performing for audiences. Examples of occupations in which workers work with the public:

A great deal 




Hardly ever 

Optometrists 




Lens Grinders and Polishers

Bank Tellers 




Automatic Teller Machine Servicers
2. Return to Home page (top right).

3. Turn off computer by following your teacher’s instructions. 

4. If you complete Day 2 Activities with time left over, you may begin Day 3 Activities. 

Day 3

To complete these objectives, follow the directions shown below this box.

Complete Objective 9: Use OKCIS to complete the Career Quest assessment

Complete Objective 10: Print the results of the Career Quest assessment

Complete Objective 11: Read the topic overview of one occupation

Complete Objective 12: Print your responses to the occupation

Complete Objective 13: Print a comparison of two occupations relating the factors

Complete Objective 14: Save Career Quest results to your Portfolio
Career Quest Continued

Log In
Go to http://okcis.intocareers.org
Enter your OKCIS portfolio user name and password.

FOLLOW THESE STEPS:
1. From the Assessments section of the main menu (left side), click Career Quest. The Career Quest introductory window will appear. 

2. Read the information in the Career Quest introductory window, then click Select Factors. Read the pop up screen. Click on Close Window.

Understanding the Factors And Prioritizing Choices 

Notice the Select and Prioritize Factors screen. 

3. To find out more about a factor, click the yellow bubble         next to the factor title or refer to Career Quest Worksheets in this Learning activity packet (LAP). 

The definition of how the factor is used will appear. Close the window to return to selecting factors. 

Select and Prioritize 

When selecting factors, remember that you should select things that you would like as well as things that you would not like in a job. 

4. Read and choose all of the factors that are important in your future occupation. As you choose factors, they will move to the Priority Order list to the right. 

5. Rearrange factors until you have them in the correct order from #1 being the most important to #10 the least important by using the green (( arrows to move the factors around the list. 

6. When you have finished, click Continue at the bottom. 

Rate Your Factors 

Now you will rate how much or how little of the factor you would IDEALLY like in a future occupation. Factors will appear in priority order. 

7. Review the factor, read the question, and pick your “ideal” response. A secondary rating will appear. 

8. Now select all levels of the factor that you are WILLING to consider in a future occupation. 

If there are gaps in the ranges you chose, the system will fill in the gaps for you. For example, if your choose “a great deal” in the first column and then in the next column you choose “somewhat,” the system will fill in a check next to “a great deal” and “a lot.”

9. When you are finished, click Sort.



The results for that factor will appear in a bar chart at the bottom of the page. For every factor answered, the results will indicate how many occupations were eliminated by each response as well as how many occupations are “on” and “off” the list. 






10. To continue, click Next Factor at the bottom of the page. Repeat until all of the 

prioritized factors are answered. 

Note: You can view the occupations that still remain on your list or that have been eliminated by clicking on the title (e.g., Eliminated By Last Choice) or the colored bar. 

Once all of the factors have been rated or the list of occupations remaining on the list reaches below 10, the summary will appear.

Explore Your Career Quest Summary 

11. Click on View Occupations On Your List in the upper left corner. Your matching occupations will appear. Follow your teacher’s directions to print your list of occupations. Keep all your printouts to turn into your teacher on Day 8. This list of occupations will be used on another day.

12. To research more about the occupation that you know or may not know, click on the “occupation title.” You will be taken to the OKCIS Occupations File where you can find detailed information. Select and read the topic Overview.  

13. Click the Back button to return. 

14. Choose the same occupation as above to find out how your responses compare to the requirements of the occupation. Click the bar graph next to the occupation title. 

When viewing the graph, notice the light and dark green boxes. Read the graph from left to right, top to bottom. 

The first row of the graph displays your choices. The dark green box shows your preferred level. The light green box shows your acceptable level. 

The second row represents the demands of the occupation. The dark green box shows the typical level for the occupation. The light green boxes show the range. The closer the dark green boxes are for both “Your Choice” and the title of the occupation the better the match. 

15. Follow your teacher’s directions to print your responses to the occupation. Keep all your printouts to turn into your teacher on Day 8. 

16. Click Go Back to List and repeat for other occupations of interest on your list. You will not need to print a copy. 

17. When finished, click Go Back to Summary. 

18. Click View Occupations Not On Your List. 

19. A list of occupations sorted off the list will appear. Click an occupation’s title that you are not familiar with to learn more. Select and read the topic Overview.  When you are finished, click the browsers “Back” button to return. 

20. Click View Occupations Not On Your List.

21. To find out why the occupation is no longer on your list, click the Why not icon next to the occupation’s title. 

A graph will appear that compares your responses to those needed for the occupation.

22. When finished, click Go Back To List. 

Note: OKCIS has a timeout feature of 20 minutes. Lack of activity for 20

minutes will cause a session to be logged out.
Compare Occupations 

23. Click on View Occupations On Your List in the upper left corner. 

24. To compare how each occupation is rated regarding the various factors, click 

Compare Occupations. 

25. Choose and click on two occupations from the list. As you click on an occupation, it is moved to the compare list. 

26. Click Compare. 

A green graph will appear indicating how each occupation rates on each factor level. 

27. Follow your teacher’s directions to print your comparison of two occupations. Keep all your printouts to turn into your teacher on Day 8.  

28. Click Go Back to Summary when finished. 

Review Your Responses 

29. From the summary page, click Review Responses. 

A graph will appear that compares your preferred responses with those of your 

acceptable responses on the factors you chose to rate. 

30. If you wish, you can change your factor ratings by clicking the “green arrow” next to the factor title. 
This will take you back to the screen where you can change your factor ratings, which in turn, will change your occupations.

31. When finished, click Continue to return to the summary page. 

Save and Restore Your Responses 

32. Find and click on Save Answers to My Favorites in My Portfolio (top right).
33. A comment box will appear. You will be given the opportunity to enter some thoughts about this assessment. Use the mouse to place the cursor in the box before typing. Type: “Career Quest.” Type thoughts you want to save about your results and click Save Information. Notice your results are saved in your My Portfolio Main Menu component in My CIS Favorites under the folder Assessments, Career Quest. 

34. Click Save Information.

Your answers are saved in your personal “ My Portfolio” under the menu item My CIS Favorites.

35. To restore your results, click on Restore Answers.  Then click on Continue. 

Find Your Results from the Home Page 

36. Find and click the Home link (top right) to return to the OKCIS homepage. 

37. Click on My Portfolio (top right). 

38. Click on My CIS Favorites. 

39. Look under the Assessment tab and click on the Career Quest (Occ. Sort) folder to find where you can restore your results. 

40.  Return to Home page (top right).

41. Turn off computer by following your teacher’s instructions. 

42. If you complete Day 3 Activities with time left over, you may begin Day 4

 Activities. 

Day 4

To complete these objectives, follow the directions shown below this box.

IDEAS  
(Check with your teacher to see if your school has a subscription to IDEAS. If it does not, continue on to the O*Net Interest Profiler.)

Complete Objective 15: Use OKCIS to complete the IDEAS Assessment.

Complete Objective 16: Read and summarize an Occupational Overview and list high school courses to take.

Complete Objective 17: Print IDEAS Assessment Interest Profile results page.

Complete Objective 18: Print the typical course work for the chosen occupation.

Complete Objective 19: Save IDEAS Assessment results to your Portfolio.

O*Net

Complete Objective 20: Use OKCIS to complete the O*NET Interest Profiler.

Complete Objective 21: Print the O*NET Interest Profiler results page.

Complete Objective 22: Save O*NET Interest Profiler results to your Portfolio.

Complete Objective 23: Read and summarize an Occupational Overview and list high school courses to take.

Complete Objective 24: Print the typical course work for the chosen occupation.

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

Continue Day 4

Complete Objective 25: List occupations that are on both interest inventory lists (Career Quest and IDEAS/O*NET).

Complete Objective 26: Answer research questions about an occupation.
Complete Objective 27: Write seven sentences about a Real World interview. 

Complete Objective 28: View an occupational video.

Complete Objective 29: Name the military branches of service that offer this occupation, and list the Special Requirements that are needed.  

Complete Objective 30: Save a military occupation to your Portfolio.

IDEAS

Check with your teacher to see if your school has a subscription for this interest inventory. If the school does not, skip this section and continue on to the O*Net Interest Profiler.

What is IDEAS? 

The Interest, Determination, Exploration and Assessment System: IDEAS is an interest assessment located within OKCIS that, based on your responses to 128 items, rates your level of interest in 16 occupational areas. Results allow individuals to link their high interest areas to occupations and to school courses that correlate to those occupations.

Log In
Go to http://okcis.intocareers.org
Enter your OKCIS portfolio user name and password.

FOLLOW THESE STEPS:

1. Under the Occupations & Employment navigation bar, click IDEAS Assessment.

2. Read the introduction page, and click Go to IDEAS PROFILE to get started. 

Answering IDEAS Assessment Questions

3. Answer each of the 128 IDEAS assessment items by choosing one of the provided

response buttons. 

4. Once all 128 IDEAS items have been answered, you will be prompted to select your

norm group. Select the category that best describes you.

Viewing your IDEAS Results

A graphical representation of your results will appear. Check marks represent where your interests scored in relation to each of the 16 interest areas.

5. When you get your interest profile results, first click on and read Understanding Your Profile located at the bottom left corner of the results page. Click on My IDEAS Profile (upper right), or use your browser’s “Back” button to go back to your results.

6. By putting the cursor on the abbreviated interest area titles (near the top of the results page), the complete title for each interest area will appear.

Exploring Your Results

7. Click on the  ( (or abbreviated title) of your highest interest area. If check marks in two different interest areas appear to be at the same level, look at the bottom of the chart to see which represents a higher number and choose that one. Look over the list of occupations.

8. Click on an occupation of interest from the list. The occupation window in OKCIS will open, allowing for further research. Read the topics Overview and Helpful High School Courses. On a piece of paper, write the occupation. Then summarize what was read in the Occupational Overview, and list high school courses that are offered at your  school. Use your browser’s “Back” button to return to the occupation list. If you prefer, you can return directly to your IDEAS Profile chart by clicking on My IDEAS Profile.
9. Explore a few more occupations on your highest interest area list, then go back to your results profile. Explore occupations under your second highest interest area. Repeat this process for as many other interest areas as you want to determine occupations of interest.

10. Follow your teacher’s directions to print your interest profile results page. Keep all your printouts to turn into your teacher on Day 8. 

Note: In order to print the whole results page, you must change the page

orientation on your printer to Landscape.
11. When the results page is displayed click the following: File, Page Set up. In the Page Set-up window under Orientation, change to Landscape, and click OK.

12. Change the Page Set up back to Portrait, and click OK.

13. Click on the above occupation that you summarized. Scroll to the bottom of the page and select Program of Study located under Related Information. Click the highlighted program you would like to study. Read the Overview and Typical Course Work.
14. Follow your teacher’s directions to print the Typical Course Work. Keep all your printouts to turn into your teacher on Day 8. 

15. Click on Save (top right).

16. A comment box will appear. You will be given the opportunity to enter some thoughts about this assessment. Use the mouse to place the cursor in the box before typing. Type: “IDEAS Assessment.” Type thoughts you want to save about your results and click Save Information. Notice your results are saved in your My Portfolio Main Menu component in My CIS Favorites under the folder Assessments, IDEAS Assessment.

16. Click Save Information
17. Results may be saved at any time during the assessment process. Return to interest profile results. To save interest profile results, click Save Answers to My CIS Favorites in My Portfolio in the upper right corner.

Your answers are saved in your personal “My Portfolio” under the menu item

My CIS Favorites.

Optional: Retrieving Answers

18. Choose My Portfolio from the upper right corner.

19. Then click menu item My CIS Favorites and look under the Assessment tab and click IDEAS Assessment. Click Restore Answers.

Note: After the completion of IDEAS Assessment, skip O*NET Interest Profiler and continue to School Sort.
O*NET Interest Profiler

What is O*NET Interest Profiler?

The Interest Profiler helps you find out what your interests are and how they relate to the world of work. It does this by asking you to answer questions that represent important interest areas. Your Interest Profiler scores will help you identify your strongest work-related interests. 

Your interests are just part of the information you can use to explore careers. Abilities, work values, experience, education, and motivation are also important to considerwhen exploring careers. 

1. Under the Assessment navigation bar, click O*NET Interest Profiler.

2. Read the introduction page and click Find Your Work Related Interests to get started. 

3. Read the directions and follow the instructions to complete the activity. You may use the Tab key to move through the statements.

Save and Restore Your Responses

4. If you start the interest inventory and do not have time to complete the statements, click on Save Answers to My CIS Favorites in My Portfolio  in the upper right corner.

You can save your O*NET Interest Profiler into your My Portfolio at any time. If you run out of time while answering the statements, save your unfinished activity into your portfolio. Next time you log on, you can go to your portfolio, restore your results and continue on. Your answers are saved in your personal My Portfolio Main Menu under the menu item My CIS Favorites.

5. If you have already saved previous results, you will be asked whether you want to replace those results or save them again. Check Saved as a New Set of Answers; then Click Save Information.

6. You will be given the opportunity to enter some thoughts about this file. Use the mouse to place the cursor in the box before typing. Type: “O*NET Interest Profiler.” Click Save Information.

Retrieving Answers

7. Choose My Portfolio from the upper right corner.

Your answers are saved under the menu item My CIS Favorites.

8. Look under the Assessment tab and click on the O*NET Interest Profiler folder to find where you can restore your results. To restore your results, click on Restore Answers from [date] and [time]. Then click on Continue. 

9. Click on Page to continue.

Review Your Responses

10. Follow your teacher’s directions to print your results page. Keep all your printouts to turn into your teacher on Day 8. 

11. Read over the definitions of your top three Interest Areas to get a better understanding of your occupational interests. 

12. The links for each Interest Area will display a list of occupations that match that interest. You can then use the occupation links to learn more about the occupation.

13. Explore the various occupations listed under your strongest areas of interest (highest score). List four to five of your occupations of interest from this assessment that are on the other assessments you have taken. Save these occupations to your portfolio to be retrieved at a later time. 

Saving Results

14. Click on Save Answers to My CIS Favorites in My Portfolio  

15. If you have already saved previous results, you will be asked whether you want to replace those results or save them again. Check Saved as a New Set of Answers; then click Save Information.

16. You will be given the opportunity to enter some thoughts about this file. Use the mouse to place the cursor in the box before typing. Type: “O*NET Interest Profiler.” How does this interest inventory compare to the other interest assessments you have taken? Type in your response in the comment box. 

17. Look under the Assessment tab and click on the O*NET Interest Profiler folder to find where you can restore your results. To restore your results, click on Restore Answers from [date] and [time]. Then click on Continue. 

18. Click on an occupation of interest from the list. The occupation window in OKCIS will open allowing for further research. Read the topics Overview and Helpful High School Courses. On a piece of paper, write the occupation; then summarize what was read in the Occupational Overview and list high school courses that are offered at your school. 

19. Scroll to the bottom of the page and select Program of Study located under Related Information. Click the highlighted program you would like to study. Read the Overview and Typical Course Work.
20. Follow your teacher’s directions to print the Typical Course Work. Keep all of your printouts to turn into your teacher on Day 8.
Optional: Find Your Results from the Home Page 

21. Find and click the Home link (top right) to return to the OKCIS home page. 

Optional: Restore Your Responses 

22. Click on My Portfolio (top right). 

23. Click on My CIS Favorites. 

24. Look under the Assessment tab and click on the O*NET Interest Profiler folder to find where you can restore your results. To restore your results, click on Restore Answers. Then click on Scores. 

Compare Interest Inventory Lists

25. On a separate piece of paper, list 10 occupations that are on both of the interest inventory lists (Career Quest and IDEAS/O*NET).

26. Research an occupation of interest from your list of 10 occupations by selecting Occupations under Occupations and Employment. Answer the following questions on a separate piece of paper about the occupation. Keep this page to turn into your teacher on Day 8.  


Name of occupation


Three Work Activities


List a related occupation (Located under Related Information).

List four helpful high school courses.


Will the occupation grow or decline? (Located under Outlook)


What Program of Study is directed towards this occupation?

Under what career cluster will this occupation be found? (Located under Cluster Index at the top of the page.)

Occupational Choice

There was a time when occupations were divided by male or female. Now federal laws require that people be hired based on their qualifications, not their gender. There are still jobs held mostly by women or by men. When one gender makes up less than 25 percent of the people employed in the occupation, it is referred to as a non-traditional career. This would include a female truck driver or a male elementary teacher. 

1.  Return to Home page (top right). Once the OKCIS home page appears, click Occupations under the heading Occupations & Employment (left-side column).

A female/male head found next to an occupation indicates an interview. A camera next to an occupation indicates a streaming video to view. 

2. Choose an occupation from your past assessment results, located under Title Index.  Locate an occupation that shows an interview and video icon. Follow the direction to watch the interview and video on your screen. 

3. On the left-side column, locate Real World Interviews. Click on the occupational title and read the information. On a piece of paper, print the title, “Occupation Interview” and write seven sentences about this article. Keep this to turn into your teacher on Day 8.  

4. On the left-side column, locate Videos. Select View Video. Ask your teacher which Speed to select: Speed 56K (Dial-up users) or 256K (DSL Cable, T1 users). Then click on Show Video. After viewing video, select Close Window.

5. On the left-side column, locate Related Information. Select Military Occupations. Select one occupation that is listed. 

Note: The U.S. Military operates 300 schools teaching over 10,000 vocational and technical courses. Some of the occupations relate to the hottest civilian jobs, such as computer programming, medical technology, and electronics. Nearly every civilian job has a military equivalent (journalist, radio broadcaster, photographer, surveyor, driver, etc.). An added benefit of the military the training is free.

6. On the left-side column, select Military Occupational Specialties.  Name the branches of service that offer this occupation (i.e., Army, Air Force) and list the Special Requirements that are needed.  List this information at the end of your Occupation Interview page.

3. Click on Save (top right).

4. Before OKCIS saves this occupation into your portfolio, you will be given the

opportunity to enter some thoughts about why you saved this file. Use the

mouse to place the cursor in the box before typing. Type why you chose this military occupation. 

5. Click Save Information.
6. To return to the occupation file, click on the occupational title.
7. Return to Home page (top right).

8. Turn off computer by following your teacher’s instructions. 

9. If you complete Day 4 Activities with time left over, you may begin Day 5 Activities. 

Day 5

To complete these objectives, follow the directions shown below this box.

Complete Objective 31: Answer questions about a college.

Complete Objective 32: Save a technology center program description to your portfolio.

School Sort 

Planning your next step after high school will depend on your career choice. If you plan to attend college or a university, you should take a college preparatory program.

What types of schools are there?
There are two basic types of schools in Oklahoma that you can attend after high school. These are:

1. Two-year colleges and technology centers

2. Comprehensive and regional universities

What are the different types of college degrees I can earn?

What is a certificate?

Technical/vocational schools generally focus on training in technical fields that can lead to a certificate. This generally means that the school is willing to say that you have mastered a certain level of knowledge in a particular area. Many certificates require less than a year of full-time study.

What is an associate degree?

An associate degree takes about two years of full-time study to complete. Schools that offer this are community and junior colleges, both public and private. In addition, some four-year colleges and on-line universities also offer associate degrees.

What is a bachelor’s degree?

A bachelor's degree takes about four to five years of full-time study to complete. You can earn a bachelor's degree at a four-year college or university or through some on-line schools.

What do I need to know about myself to choose the right school?
You need to choose a school that fits your personality and needs. Here are a few questions to ask yourself:

Why do I want to go to school?
What do I hope to achieve at school?
Do I know what I want to study?
Do I want to live at home or go away to school?
Do I want to go to school in a big city or small city?
Do I want to go to a small school or a large one?

Log In
Go to http://okcis.intocareers.org
Enter your OKCIS portfolio user name and password.

FOLLOW THESE STEPS:
1. Under the Education & Training navigation bar, click Oklahoma Schools.

Click on Comprehensive Universities. 

How are comprehensive universities and regional universities different?

Comprehensive universities offer graduate study in selected fields leading toward a doctoral degree; whereas regional universities offer graduate study below the doctoral degree. 

2. Select Compare from the navigational bar at the top of the page.

You are now at the compare schools page. This will allow you to look at two schools side by side. 

3. From the display alphabet, click on the letter ‘O’ and scroll down and click on Oklahoma State University. 

Notice your school is now selected to compare.

4. From the display alphabet, click on the letter ‘U’ and scroll down and click on University of Oklahoma. Click on Compare
to place the schools side by side for comparison. 

5. Click on Admission Requirements found under the heading Oklahoma Schools Compare; click on Cost and Financial Aid. Click on other topics of your choice. Are there differences in the two schools? What are they?                      

6. Select Clusters Index from the navigational bar at the top of the page.

7. Click on Regional Universities. Choose two regional universities to compare. Write down the two universities to make it easier to locate the schools from the display alphabet. 

Regional universities offer graduate study below the doctoral degree. 

8. Select Compare from the navigational bar at the top of the page.

You are now at the compare schools page. This will allow you to look at two schools side by side. 

9. From the display alphabet, click on the letter, scroll down, and click on your chosen school.

Notice your school is now selected to compare.

10. From the display alphabet, click on the next letter, scroll down, and click on your chosen school. Click on Compare to place the schools side by side for comparison. 

11. Click on Admission Requirements found under the heading Oklahoma Schools Compare; click on Cost and Financial Aid. Click on other topics of your choice. Are there differences in the two schools? Answer the following questions on one of the colleges on a piece of paper. Keep this page to turn into your teacher on Day 8.  


Name of the school


School Web site address

Tuition Costs (in-state)


Admission Requirements



What test is required?



Application deadline


Why did you select this school?

12. Select Clusters Index from the navigational bar at the top of the page.

13. Click on Technology Centers, and ask your teacher for the name of the closest technology center to your school. Select that school name.

14. Click on Cost and Financial Aid. Look at Student Costs (High School Students) and, if available, Tuition Waivers Available For. Can junior and senior high school students attend that technology center for free?  

15. Click on a program of your choice listed under Programs of Study. Read the Program Description. On a piece of paper, explain what you will learn in this program. Keep this page to turn into your teacher on Day 8.  Remember the name of the program because you will be asked for it later. 

Programs of study provide descriptions of academic and vocational postsecondary  educational programs, including general information about admissions requirements and course work. 

Saving Results

16. Click on Save (top right).

17. A comment box will appear. Use the mouse to place the cursor in the box before typing. Type the name of the program that you just read about; click Save Information. Notice your results are saved in your My Portfolio Main Menu component (top right) in My CIS Favorites under the folder Education and Training, Oklahoma Schools. 

18. To return to the Technology Centers file, click on the “School Name” listed under My Saved Oklahoma Schools.

19. Return to Home page (top right).

20. Turn off computer by following your teacher’s instructions. 

21. If you complete Day 5 Activities with time left over, you may begin Day 6 Activities. 

Day 6

To complete these objectives, follow the directions shown below this box.

Complete Objective 33: Create and print a letter to a school. 

Complete Objective 34: Write a summary paragraph about an athletic scholarships or scholarship scam.

Complete Objective 35: Write a summary explaining when to apply and the requirements of OHLAP.
Letter Writer

Log In
Go to http://okcis.intocareers.org
Enter your OKCIS portfolio user name and password.

FOLLOW THESE STEPS:

1. Click My Portfolio (top right). Select My CIS Favorites; Click Oklahoma School listed under Education and Training.

2. Select school listed under  My Saved Oklahoma Schools. Click on Letter (top right).

3. Read and follow the information in the Letter to Technology Center introductory window. Do not add an email address. Click on Create Letter when all information is correct. 

Note: Maximizing the screen will reveal the full page. Use the Tab button on your keyboard to move to the next line. Clicking on Enter or Selecting the Cancel button will cause you to retype your information.

4. If the letter is correct, complete one of the following:

A. Select Print from the File menu of your browser. This will show the OKCIS icon and Internet address.

B. Copy it to your word processing program. First highlight the text you want to copy, then choose Copy from the Edit menu of your browser. Open your word processing program and paste the text into a blank file. Check the formatting of the letter and print a final copy. This will be a cleaner copy.

After you have printed your letter, close the window.

5. Receive instructions from your teacher on sending the letter. 
6. Find and click the Home link (top right) to return to the OKCIS homepage.
Financial Aid 

An important rule of thumb to remember would be not to pay for financial aid.

1. Under Education & Training click Financial Aid.

2. On the navigational bar across the top click on FAQs.

3. Scroll down the list of questions until you reach:

What should I know about athletic scholarships?

What should I know about scholarship scams?
4. Chose one of these questions, read the information. Save the information to your portfolio by clicking Save (top right). Use the mouse to place the cursor in the box before typing. ). Write a summary paragraph in the comments box about one of these frequently asked questions. Click Save Information.

Notice a link to the FAQ file has been saved in your portfolio under the heading “My Saved Frequently Asked Questions” and your thoughts are posted and dated. If you want to read or change your thoughts, simply click on “edit.”

5. To return to the FAQs file click on the word “What should I know about . . .”
Find your results from the home page 

6. Find and click the Home link (top right) to return to the OKCIS homepage. 

7. Click on My Portfolio (top right). 

8. Click on My CIS Favorites. 

9. Look under the Financial Aid tab and click on the “What should I know about . . .” folder.  

Local Scholarships

10. Find and click the Home link (top right) to return to the OKCIS homepage.

11. Under Education & Training click Financial Aid. 

12. On the navigational bar across the top, click on Clusters Index.

13. Scroll down and open Local Scholarships (bottom of list).

14. Click on Oklahoma Higher Learning Access Program (OHLAP).

15. Save it under your portfolio by clicking Save. You will be given the opportunity to enter a summary paragraph in the comments box about this file. Use the mouse to place the cursor in the box before typing. Write a summary explaining what grades you need to apply for this scholarship and the requirements. Click Save Information.

Notice a link to the scholarship file has been saved in your portfolio under the heading “My Saved Financial Aid” and your thoughts are posted and dated. If you want to read or change your thoughts, simply click on “edit.”

14. To return to the OHLAP file click on the scholarship title. 

Other Scholarships

15. On the navigational bar across the top, click on Clusters Index.

11. Scroll down and open a scholarship of your choice. 

Cooperative Agreements
1. Find and click the Home link (top right) to return to the OKCIS home page. 

2. Under the Education & Training, click Cooperative Agreements.

3. Ask your teacher for the name of the closest technology center to your school. Click on the technology center from the alphabetical list. 

Cooperative Agreements exist between area technology centers and junior/community colleges and four-year universities. Under a cooperative agreement, institutions with associate degree programs grant college credit for career and technology education received at a local technology center. 
4. Choose one of the colleges or universities to see how many hours of college credit hours you will receive after the completion of the program. Save the information to your portfolio by clicking Save. You will be given the opportunity to enter a summary paragraph in the comments box about this file. Use the mouse to place the cursor in the box before typing the name of the college. If there is no college credit available for the program, continue on to step 5. 

Notice a link to the Cooperative Agreement file has been saved in your portfolio under the heading My Saved Cooperative Agreement and your school information is posted and dated. If you want to read or change your thoughts, simply click on “edit.”

5. To return to the Cooperative Agreement file, click on the technology center name. 

6. Return to Home page (top right).

7. Turn off computer by following your teacher’s instructions. 

8. If you complete Day 6 Activities with time left over, you may begin Day 7 Activities. 

Day 7 

To complete these objectives, follow the directions shown below this box.

Complete Objective 36: Complete a Plan of Action.

Complete Objective 37: Using information from your occupational searches, high school graduation requirements, college entrance requirements, and high school course catalog, complete a Plan of Study.

Plan of Action 

Using the information you learned about yourself in the various inventories as well as the information about colleges and technology centers, complete a Plan of Action. A sample form is found on the next page. You may also use the OKCIS program if you need additional information.

Plan of Action Form

Student Name







Date 

Career Cluster







Career Occupation


1. School subjects helpful in preparing for this occupation

A.

B.

C.

D.

E.

2. Educational/training plan





YES

NO

A. 
Attend four-year college/university


___

___

B. 
Attend two-year college




___

___

C.
Pursue technical/special career training


___

___

D.
Enter armed services




___

___

E.
Secure employment after high school graduation
___

___

F.
Secure employment but not graduate


___

___

3. Skills to obtain in reaching goal (example – computer skills)

A.

B.

C.

D.

E.

4. Develop timeline for obtaining goal

A.
Short-term goal - What can I do this year?

Skills

Education/Training

B. 
What can I do in high school?

Skills

Education/Training

C.
Long-term goal - What can I do after high school?

Skills

Education/Training

Plans of Study

A Plan of Study provides a planned sequence of course work for four to six years that leads to or supports a career goal. It’s often been said that failing to plan is planning to fail. If you do not have a plan for who you are and where you are going, you will not get there. Take time to reflect on what you like to do and what you are good at doing. 

Occupations that are grouped together by common job duties and characteristics are referred to as Career Clusters. The 16 Career Clusters provide a way for schools to organize instruction and student experiences around 16 broad categories that include virtually all occupations from entry through professional levels.

Log In
Go to http://okcis.intocareers.org
Enter your OKCIS portfolio user name and password.

FOLLOW THESE STEPS:
1. Click on My Portfolio (top right). 

2. Click on My Career Plan menu option. 

Create an Individual Course Plan to map out your courses during your four years of high school. Ask your teacher for your school’s high school graduation requirements, high school course offerings, and college entrance requirements. 
3. Select Plan of Study, click on Plan of Study, then select Planning High School and Postsecondary Courses.

4. Scroll down and select Career Cluster Plans of Study. 

5. Select the Career Cluster icon that is listed on your “Plan of Action” form.

If you have forgotten which Career Cluster, select Occupation under Occupations Cand Employment and select your occupation of interest.  At the top of the page, click on Cluster index. The Career Cluster will be bolded and list other occupations. 

6. You can view, customize, and print the Plan of Study. 

Note: The cluster plan of study is a template that should be used as a tool to help you choose appropriate course work to prepare for a career and advanced educational opportunities. This template should be customized to reflect your school's current course offerings as well as those at your local technology center and area colleges. The choice and sequence of subjects are the responsibility of you and your parent and should be made according to your specific career plans.
7. Delete or add subjects that follow your career major. Use your school’s high school graduation requirements, high school course offerings, and college entrance requirements to help you.
8. Follow your teacher’s directions to print your Plan of Study. Keep all your printouts to turn into your teacher on Day 8. 

9. Return to Home page (top right).

10. Turn off computer by following your teacher’s instructions. 

11. If you complete Day 7 Activities with time left over, you may begin Day 8 Activities.

Day 8

To complete these objectives, follow the directions shown below this box.
You should complete the following activities:

Complete Objective 38: Print a summary of you OKCIS Portfolio
Complete the posttest.
Printing a Summary of Your OKCIS Portfolio

Your portfolio contains a wealth of information that you have recorded. As you gain experience, your interests may change. Later reflect, update, and compare your portfolio with new results that you may complete by going online from your school or home. 

Log In
Go to http://okcis.intocareers.org
Enter your OKCIS portfolio user name and password.

FOLLOW THESE STEPS:
1. Click on My Portfolio (top right).

2. Click on Print Summary (top right). Follow your teacher’s directions to print your summary. To return, click the back button. 

3. When the print dialog box appears, click the Cancel print button to preview the summary report. The following reports should already be saved in your portfolio from the work that has been completed over the last seven days. Place a ( next to the items you have completed. If you are missing any work, return to that section and complete the assignment. 

	(
	Portfolio Print Summary



	
	Occupations

	
	

Advertising Manager

	
	




	
	Military Employment

	
	
Military occupation

	
	

	
	Oklahoma Schools

	
	
Technology center program description 

	
	

	
	Assessments

	
	
Career Quest

	
	
IDEAS Assessment

	
	
O*Net Interest Profiler

	
	

	
	Financial Aid

	
	
What should I know about athletic scholarships? or

	
	
What should I know about scholarship scams?

	
	
Oklahoma Higher Learning Access Program (OHLAP)

	
	

	
	Cooperative Agreements (If available)

	
	
College credit hours from program completion


4. After all the assignments are completed follow your teacher’s directions to print your summary of your OKCIS portfolio and place it with your other assignments. Close the report by clicking on the X (top right).

5. Return to Home page (top right).

6. Turn off computer by following your teacher’s instructions.

7. Place all of your papers and printed information in the order of the objectives listed on the handout “Assignments to Turn In.”
Posttest Instructions

Get Posttest Questions from your teacher. You will need a computer scan sheet or card to record your answers to the following Posttest. Be sure to write your name, the title of the LAP, the date, and the class period on the computer scan sheet or card using a No. 2  pencil. Use rows 17-32 to record the answers to the Posttest. If your answers will be hand-scored, use a blank sheet of paper to record your answers and number your answers 17-32. 

Use rows 33-42 on the test card for the spelling test. If the word is spelled correctly, mark (a) on the computer score sheet or card. If the word is spelled incorrectly, mark (b) on the test card. Be sure to use a No. 2  pencil and make your marks dark. If your answers will be hand scored, use a blank sheet of paper to record your answers and number your answers 33-42. 

When you finish the Posttest, return the test form and the computer scan card or notebook paper to your teacher. If you complete Day 8 Activities with time left over, you may complete one or more Skunk Works activities of your choosing. 

Assignments to Turn In   (Place a ( mark next to the completed items.)
	
	Posttest computer score cards/sheet
 

	
	Printed resume

	
	Listed factors from Career Quest that are important to have or avoid

	
	Printed results of the Career Quest assessment

	
	Printed response to an occupation

	
	Printed comparison of two occupations relating the factors

	
	The student will have completed: 

	
	IDEAS (1-3) Assessment – turn in numbers 1-3 or
O*Net Interest Profiler – turn in numbers 4-6. 

	
	

	
	1.  Summarized an Occupational Overview and list high school courses to take

	
	2.  Printed IDEAS Assessment Interest Profile results page

	
	3.  Printed course work for the chosen occupation

	
	4.  Printed O*NET Interest Profiler results page

	
	5.  Summarized an Occupational Overview and list high school courses to take

	
	6.  Printed course work for the chosen occupation

	
	Listed occupations that are on both of the interest inventory lists (Career Quest and IDEAS/O*NET)

	
	Answered research questions about an occupation 

	
	Written seven sentences about a Real World interview 

	
	Named the military branches of service that offer this occupation and list the Special Requirements that are needed

	
	Answered questions about a college 

	
	Printed a letter to a school 

	
	Written a summary paragraph about an athletic scholarships or scholarship scam

	
	Written a summary explaining when to apply and the requirements of OHLAP 

	
	Completed a Plan of Action 

	
	Completed a Plan of Study 

	
	Printed summary of your OKCIS Portfolio


Skunk Works

The term "skunk works" came from the innovative unit that the aerospace company Lockheed Martin established in 1943 to "think outside the box" and develop the next generation of technologies and products. Lockheed describes the key to its success as being able to identify the best individual talents in aviation and equip them with every tool needed, then provide complete creative freedom so they may arrive at the best solution in short order. 


Robert D. Atkinson, Progressive Policy Institute's Technology & New Economy Project.
You have the freedom to choose one or more of the following activities. 

A. Choose a partner to plan an interview. Use the following questions to begin with and add other questions you feel an employer would ask. One student will act as the interviewer and the other the interviewee. Practice answering the questions by role playing an interview, then reverse the roles. 


What position are you seeking?

Why do you want to work for our company? (Think of two or three things about the company that would make you look forward to showing up for work every day.)

Tell me something about yourself. (Explain why you chose the area of training that you did, what part of your work you like best, and what kinds of things give you the most satisfaction on the job.)

What are your weaknesses? (Be prepared with one weakness and how you are overcoming it by taking additional classes, getting more skills, etc.)


Where do you see yourself in five years?


Describe a situation when you needed help completing a project. 

Describe an occasion when you decided to involve others in making a decision.  

Describe a significant example of how you worked with people from diverse backgrounds.

Describe how you've worked with a team to set specific goals and objectives.

B.   Go to: http://www.okcareertech.org/GUIDANCE/Career%20Path/okcareertech/student/home.htm
Print and read your current grade level career plan check sheet located in “Get Started” section, titled Planning for Your Future. 

Print, follow the directions, and determine the results of your interest inventory located in “Interest Inventory” section.

C. Plan to job shadow a business or industry of your choosing. Use the following pages:


Application for Job Shadowing 


Job Shadowing Observation 

Application for Job Shadowing

Name of student 




















Teacher 





















Date of Visit 








Time(s) 










Job site(s) 






















Job site address 




















Job site contact person/title 

















Occupation to be explored 

















Person/employee to whom the student reports 












Students must complete one of these forms for each job site they want to shadow.

Parent/Guardian Permission Form

I do/do not (circle one) give permission for 













to participate in the job shadowing experience described above.

Please check the appropriate responses. I understand it is my responsibility, and I agree to:  




Provide transportation to and from the job site.



Assign a trusted adult to provide this transportation.



Allow my child to drive his/her car.



Provide proof of health or accident insurance. (Health insurance plan/group 




numbers or copy of insurance card)

I also understand that the student must present proof of a job‑site visit to be excused 

from school. I hereby release any and all liability from 










school and the job site listed above.

Signature of parent/guardian 










Date 




Job Site 




 Driver’s name 






Job Site Interview

Instructions: Use these questions in your job-site interview. You might start the interview by saying: “To find out about different jobs, the students in my class are shadowing people at work. I would like to ask you a few questions about your job and write down your answers to take to my class.”

Date of interview
















_________
Name and job title of person being shadowed 






























_______________
Years of experience on job 
















Job site 





















Product or service of job site 
















1. Job responsibilities








































______
2. Education or training required  














3. Opportunities for young workers 















4. Items necessary to obtain employment (previous work experience, certification, license, etc.) 


 5. Salary ranges (entry level, chances for raises, promotions).  Commission?

6. Advantages of this career 














 7.
Disadvantages of this career 















8. Future of this occupation






























_________________________________

9.
Safety precautions needed/training required











10.
What advice would you give concerning career decisions and the required career preparation for this occupation?






















?








There should not be gaps in the range of options you are willing to consider. By selecting OK, the gaps will be filled in for you. Choose Cancel to change your options.





Click    (       





�





OK





Cancel





Results	Sample Graph									   


164 occupations were eliminated by your choices above. There are 320 occupations remaining on your list. If you want to change your responses for this factor, your must click on the Sort options to update the results. When you are ready to proceed, click on Next Factor. 





Eliminated by Last Choice							164 





Not on Your List								164





On Your List	320


									Next Factor (























The numbers show an average number of years. 





Source: U.S. Census Bureau and Department of Health and Human Services 
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