




















































































































t’s one thing to value learning and another to

understand how you learn. Perhaps you’ve observed

that people learn in different ways. Some like to

think about facts and theories. Some learn by direct
experience, while others learn by watching and reflecting.
And some people are happiest when they feel a direct
connection between their interests and their learning.
There’s a term that points to all these differences—
learning styles. Our learning styles reveal much about
who we are.

Understanding your learning styles offers direct
benefits. With this knowledge, you can set up conditions
to learn efficiently. You can absorb ideas quickly and learn
a new task with less training. You can change jobs with
more ease, multiply your career options, and find work
that satisfies you.

What’s more, knowing about learning styles allows
you to work more effectively in teams. Knowing how
people differ can help you understand your colleagues,
give better instructions, delegate tasks, and resolve
conflicts.

PSYCNOLOgISTS Ccreate many theories about how people
learn. One of the most widely used is David Kolb’s theory
of experiential learning.

According to Kolb, you learn constantly from your
daily experiences. This learning occurs in four modes:

* Concrete experience. During this mode, you value
ideas and procedures that have a personal meaning for
you. A key phrase in this mode is learning by feeling.

* Reflective observation. Here you take time to plan and
notice what’s going on around you. In this mode, people
learn by watching.

* Abstract conceptualization. Memorizing facts and
mastering theories come into play in this mode, also
described as learning by thinking.

* Active experimentation. During this mode, you apply
ideas, test theories, and use new knowledge to influence
others. This mode involves learning by doing.

To get a better idea of what takes place during these
modes, reflect on your experience with career planning.
You can begin by considering the benefits of career
planning and making a personal connection to the topic
(feeling). You can also visit a career-planning office and
observe others using planning services (watching).
Through reading and going to lectures, you discover
many strategies for planning and job hunting (thinking).
In addition, you can apply some of these strategies to see
how well they work (doing).

KNOWING your learning style preterences can be helprul
when choosing your major and planning your career.
You could focus on courses or jobs that suit your
preferred modes of learning. Consulting with people
who have different learning preferences can also be
beneficial when you approach course work or other
learning situations.

IVIOST OT US enjoy some stages ot learning more than
others, and this is how our learning styles develop. Kolb
named four basic learning styles. Each style shows a
preference for two modes:

* Accommodators combine feeling and doing. People with
this style enjoy taking action. Accommodators often
choose careers in management, sales, and promotion.

* Divergers combine feeling and watching. These people
might opt for careers in the arts or social services.

* Convergers combine thinking and doing. This style
is often valued in jobs where people review technical
information to make decisions. Convergers often
gravitate to careers in technology and applied sciences.
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ources of information on the Internet range from

‘he reputable (such as the Library of Congress)

‘0 the flamboyant (such as the National Enquirer).

T'his fact underscores the need for thinking
critically about every aspect of the Internet.

Long before the Internet, critical thinking was valuable
in every form of communication. Typos, mistakes, rumors,
and downright lies have crept into print and television
throughout the ages. Newspaper, magazine, and book
publishers often employ fact checkers, editors, and lawyers
to screen out errors and questionable material before
publication. But authors of web pages and other Internet
sources might not have these resources.

Taking a few simple precautions when you surf the
Internet can keep you from crashing onto the rocky shore
of misinformation.

Before thinking
criticaily about a web site, step back and examine the
features of that site in general. Note the clarity of the text
and visuals. Also note how well the site is organized and
whether you can navigate the site’s features with ease.
Look for the date that crucial information was posted,
and determine how often the site is updated.

When viewing any web page, you can also evaluate
the site’s links to related web pages. Look for links to pages
of reputable organizations. Click on a few of those links.
If they lead you to dead ends, this might indicate a page
that’s not updated often—one that’s not a reliable source
for late-breaking information.

Think about the
credibility of the organization that posts a web site.
Look for evidence of bias or special interest. Perhaps
that organization wants you to buy a service, a product,
or a point of view. If so, then determine whether this
fact colors the ideas and information posted on the
web site. The domain in the Uniform Resource Locator
(URL) for a web site can give you significant clues about
sources of information and possible bias. For example,
distinguish between information from a for-profit
enterprise (URL ending in .com), a nonprofit one (.org),
a government agency (.gov), and a school, college, or
university (.edu).

lly about

what you find on the Internet, remember the difference
between information and ideas. For example, consider
the following sentence: Nelson Mandela became president
of South Africa in 1994. That statement provides
information about South Africa. In contrast, the following
sentence states an idea: Nelson Mandela’s presidency
means that apartheid has no future in South Africa.

Information refers to facts that can be verified by
independent observers. Ideas are interpretations or
opinions based on facts. Several people with the same
information might adopt different ideas based on that
information.
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An alternative is creating a budget from scratch.
This means taking last year’s budget, crumpling it up,
and throwing it away. Instead of fixing last year’s figures,
planners can ask a lot of questions: What do we value?
What do we want to be doing one year from now? How
much money do we want to be making? How much do
we want to be spending? And what steps can we take
to meet these goals?

Sometimes this approach is called zero-based budgeting.
The same process could be applied to many areas of life and
called zero-based planning—or planning by creation.

vvnen planning oy creauon, we acknowledge that
prediction is risky business. Most of us—even tea leaf
readers and crystal ball gazers—are not skilled at
predicting the future. People who read the Wall Street
Journal every day can still lose on the stock market.
Political pundits can err when predicting the outcome
of an election.

In planning by creation, we bypass these risks. Our
aim is not to predict the future but to shape it. We think
about the changes we want to see in our lives, our
communities, our world. We imagine the new results
we could generate, even if they’ll take 5, 10, 20, or more
years to achieve.

L ne Touow1ng steps can get you started with planning
by creation.

Step 1: Begin with a clean slate

As you prepare to create your future, be willing to
completely let go of your past and current circumstances.
Instead of looking at history, erase history.

For this step, pretend that you have all the time,
money, and resources you could ever want. Then ask:
What do I want to be in the future? What do I want
to do? What do I want to have?

As you ask these questions, ignore the voices that
say, “You've never done anything like that.” “No one
has ever done that before.” “People have always said that
couldn’t be done.” Instead of allowing the past to place
limits on you, let your imagination soar. Allow yourself
to literally create the future from nothing.

Step 2: Design the future

Now, in your mind’s eye, see yourself in the future.
Describe the conditions you'd like to see in your career,
family, or community 20 or more years from today.

The trick is to speak about those conditions as if
they exist right now. Describe in detail what you're doing,
seeing, and feeling as you stand in the future. Let those
events be dynamic, multidimensional, and ever-changing.

For example, say that your overall goal is to work
in careers that eliminate world hunger. You could begin
with this vision:

Dm standing in Ethiopia in the year 2100. As I look
around, I see that there’s plenty of food for everybody.
Starvation, famine, and malnutrition are all things of the
past. The land is lush and green. There’s plenty of clean water
to go around. The children are well fed and healthy, running
from house to house, laughing and playing, and they go to
well-furnished schools with dedicated, patient teachers.

Step 3: Describe the present

Like the future, the present is dynamic and
multidimensional. With this in mind, describe the
present as it relates to your preferred future.

To get the most out of this step, be honest. Tell the
truth about the present. If your design for the future
includes a world free of starvation, then freely and fully
admit how many people are dying of hunger today.

Step 4: Link the future to the present

Now create mid-range goals that work “backward” from
the future to the present. As you do so, continue to
mentally dwell in the future. In fact, assume that your
preferred future has already been achieved.

Say that you envisioned the world you'd like to see in
the year 2500. Now imagine what happened in the year
2400 that allowed that world to come to pass. Do the same
for the years 2300, 2200, 2100. . . . Continue this process
until you reach the present.

Return to the example of Ethiopia. To link that
compelling future to the present, you could create
intermediate steps like the following:

I'm in the year 2100—the year that the problem of
irrigating arid lands in this country was finally solved. . . .

It’s now 2050. A new technology that transformed this
country’s system of dams and reservoirs is finally in place.
This technology allows farmers to stockpile water between
droughts. . . .

Now we're in the present time. We've learned ways
to desalinate water from the ocean and make it available to
farmers across the continent of Africa. This discovery holds
the promise to transform the way food is grown and
distributed.
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Effective salary discussion can make a huge difference to
your financial well-being. Consider the potential impact
of making just an extra $1000 per year. That’s an extra
$5000 in your pocket after five years, even assuming you
get no other raises.

It’s possible to discuss salary too early. Rather than
bringing it up, let the interviewer take the initiative.

One ideal time to talk about salary is when an
employer is ready to offer you a job—and when you're
interested in accepting. At this point the employer might
be willing to part with more money.

Employers often use a standard negotiating strategy.
First, they come to the interview with a salary range in
mind. Then they offer a starting salary at the lower end
of that range.

This strategy holds an important message for you:
Salaries are flexible, especially for higher-level jobs. You
don’t usually have to accept the first salary offer.

When you finally get down to money, be prepared.
Begin by knowing the salary range that you prefer. First,
figure out how much money you need to sustain your
desired standard of living. Then add some margin for
comfort. If you're in doubt, add 10 percent to your current
salary and consider asking for that amount. Add in the
value of any benefits the employer provides.

Sometimes you can look up standard pay ranges for
certain jobs. Reference books such as the Occupational
Qutlook Handbook include this information. (Ask a
librarian for help.) Also ask friends or acquaintances who
work in your field, and review your notes from information
interviews. Another option is the obvious one—ask
interviewers what salary range they have in mind.

Once you're confident you know that range, aim high.
Name some figures toward the upper end and see how
the interviewer responds. Starting high gives you some
room to negotiate. Also state a desired range at first, rather
than a fixed figure. See if you can win a raise now rather
than later.

Almost everyone who'’s ever applied for a job knows the
refrains: “We have no openings for you right now.” “We’ll
keep your résumé on file.” “There were many qualified
applicants for this job.” “Even though you were not
chosen, we thank you for applying.” “Best of luck as you
pursue other career opportunities.”

Each of those is a different way of saying no. And they
can hurt.

Yet no does not have to be the final word. Focus on
the future. If you're turned down for a job, consider what
could turn that no into a yes next time you interview.
Could you fine-tune your résumé? Could you present
yourself differently during the interview? Could you do
more thorough research? Can you fine-tune your goals?
You can even pose these questions to the person who
interviewed you. Also ask for referrals to people in your
field, either inside or outside the company.

Consider what a job rejection really means. When an
employer says no, this is not an eternal judgment of your
character. It reflects only what happened between you and
one potential employer, often in a few hours or just a few
minutes. It means no for right now, for this job, for
today—not for every job, forever.

Eventually an employer or client will hire you. It is just
a matter of time before the inevitable yes. When you're
turned down for a job, this is just one more no that’s out of
the way.

witnin 24 hours, send a thank-you note to the person
who interviewed you. To personalize your note, mention
a relevant detail from your conversation. Prompt follow-
up can make you stand out in an interviewer’s mind.
Also send thank-you’s to anyone else who helped you
get the interview—receptionists, assistants, or contacts
within the company.

or sample interview questions to ask future employers

nd sample questions to practice answering, visit Houghton

= ifflin’s Career Planning web site: hitp://collegesurvival.
college.hmco.com/students.
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magine finding the “perfect” job, showing up for
your first day of work—and then wanting to quit
after just one week with your coworkers.

First there’s the man across the hall from you. He
never sits still. During meetings, he likes to pace around
the room. Whenever you have a new idea, he wants to
discuss it while taking a walk.

Then there’s the guy in the next cubicle. He works in
sales, and he’s always talking. He spends five hours a day
on the phone talking to customers. He spends another two
hours talking to coworkers. On top of that, he talks to
himself whenever he’s trying to solve a problem.

And there’s your supervisor. She hardly talks at all.
You never hear her phone ring. She relies on email to
communicate with you—even though her office is 20 feet
away from yours. She also wants requests, plans, and key
actions documented in writing.

You might wonder how all these people can stand
cach other, let alone get anything done. Perhaps you
pictured the ideal office as a place where people create a
common culture and meet their quarterly goals with the
precision of a synchronized swimming team. Instead,
you're stuck with a group of people from different planets.

YOUT COWOTIKErs aren T trying to 1rritate you. 1 neir
behaviors simply express a variety of preferences for
perceiving information, processing ideas, and acting on
what they learn.

The man who’s continually moving prefers concrete
experience over memos and meetings. He likes to learn
by doing.

The man who’s continually on the phone prefers to
learn by listening and talking. He likes to reflect on his
experience and forge relationships.

In contrast, your supervisor enjoys working with
concepts as much as working with people. She wants a
long-range vision and a detailed plan before she moves
into action.

YOU can [earn a 10T apout your coworkers styles simply by
observing them during the workday. Just look for clues.

One clue is their approaches to a learning task. Some
people process new information ideas by sitting quietly
and reading or writing. When learning to use a piece of
equipment, such as a new computer, they’ll read the
instruction manual first. Others will skip the manual,
unpack all the boxes and start setting up equipment. And
other coworkers might ask a more experienced colleague
to guide them in person, step by step.

Another clue is word choice. Some people like to
process information visually. You might hear them say,
“I'll look into that” or “Give me the big picture first.”
Others like to solve problems verbally: “Let’s talk through
this problem” or “I hear you!” In contrast, some of your
coworkers focus on body sensations (“This product feels
great”) or action (“Let’s run with this idea and see what
happens”).

You can also observe body language. Notice how often
coworkers make eye contact with you and how close they
sit or stand next to you. Observe their gestures as well as
the volume and tone of their voice.

Your coworkers will display a variety of other
preferences. Notice content preferences—that is, which
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Sexism and sexual harassment are real. They are terms
for events that occur at vocational schools, colleges,
and universities throughout the world. Nearly all of
these incidents are illegal or against school policies.

n the United States, women make up the majority

of first-year students in higher education. Yet until

the early nineteenth century, they were banned from

colleges and universities. Today women in higher
education still encounter bias based on gender.

This bias can take many forms. For example,
instructors might gloss over the contributions of women.
Students in philosophy class might never hear of a woman
named Hypatia, an ancient Greek philosopher and
mathematician. Those majoring in computer science
might never learn about Grace Hopper, who developed a
computer language named COBOL. And your art history
textbook might not mention the Mexican painter Frida
Kahlo or the American painter Georgia O’Keeffe.

Though men can be subjects of sexism and sexual
harassment, women are more likely to experience this
form of discrimination. Even the most well-intentioned
people might behave in ways that hurt or discount
women. Sexism takes place when:

* Instructors use only masculine pronouns—#he, his, and
him—to refer to both men and women.

* Career counselors hint that careers in mathematics and
science are not appropriate for women.

» Students pay more attention to feedback from a male
teacher than from a female teacher.

« Woman are not called on in class, their comments are
ignored, or they are overly praised for answering the
simplest questions.

+ Examples given in a textbook or lecture assign women
only to traditionally “female” roles—wife, mother,

day care provider, elementary school teacher, nurse,

and the like.

* People assume that middle-aged women who return to
school have too many family commitments to study
adequately or do well in their classes.

Many kinds of behavior—both verbal and physical—
fall under the title of sexual harassment. This kind of
discrimination involves unwelcome sexual conduct.

The following are examples of such conduct in a
school setting:

+ Sexual touching or advances

* Any other unwanted touch

+ Unwanted verbal intimacy

» Sexual graffiti

» Displaying or distributing sexually explicit materials
» Sexual gestures and jokes

* Pressure for sexual favors

+ Talking about personal sexual activity

+ Spreading rumors about someone’s sexual activity or
rating someone’s sexual performance

Sexual Harassment: It’s Not Academic, a pamphlet
from the U.S. Department of Education, quotes a woman
who experienced sexual harassment in higher education:
“The financial officer made it clear that I could get the
money I needed if I slept with him.”

That’s an example of quid pro quo harassment. This
legal term applies when students believe that an educational
decision depends on submitting to unwelcome sexual
conduct. Hostile environment harassment takes place when
such incidents are severe, persistent, or pervasive.

The feminist movement has raised our awareness
about discrimination against women. We can now respond
to sexism and sexual harassment in the places we live,
work, and go to school. Specific strategies follow.
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Using this book can immerse you in the process of career planning. Other materials can provide further details in
specific areas.

Career planning is a vast subject. People working in this area have discovered many tools for achieving fulfilling
careers and rewarding lives. Many of their suggestions could work for you. Following are some recommended print
materials. Using them will lead you to others.

fisit Houghton Mifflin’s Career Planning web site for additional web resources to gain further information about career planning:
ittp://collegesurvival.college.hmco.com/students.

Bock, Jay A., et. al. 101 Best Resumes and Cover Letters. New York: McGraw-Hill, 2001.

Bolles, Richard N. What Color Is Your Parachute? A Practical Manual for Job-Hunters and Career-Changers. Berkeley, CA:
Ten Speed Press. Revised annually.

Bridges, William. JobShift: How to Prosper in a Workplace Without Jobs. Reading, MA: Addison-Wesley, 1994.
Criscito, Pat. Resumes in Cyberspace. New York: Barron’s Educational Series, 2000.

Ellis, Dave. Becoming a Master Student, 10th ed. Boston: Houghton Mifflin, 2003.

Ellis, Dave. Falling Awake. Rapid City, SD: Breakthrough Enterprises, 2001.

Ellis, Dave. Creating Your Future: Five Steps to the Life of Your Dreams. Boston: Houghton Mifflin, 1998.

Ellis, Dave, and Stan Lankowitz. Human Being: A Manual for Happiness, Health, Love, and Wealth. Rapid City, SD:
Breakthrough Enterprises, 1995.

Enelow, Wendy S., and Louise Kursmark. Expert Resumes for Computer and Web Jobs. Indianapolis: JIST Works,
2001,

Gale, Linda, and Barry Gale. Discover What You're Best At: A Complete Career System That Lets You Test Yourself to
Discover Your Own True Career Abilities. New York: Simon & Schuster, 1998.

Greene, Susan D., and Melanie C. L. Martel. The Ultimate Job Hunter’s Guidebook. Boston: Houghton Mifflin, 2001.

Hagberg, Janet, and Richard Leider. The Inventurers: Excursions in Life and Career Renewal. Reading, MA: Addison-
Wesley, 1998.

Kastre, Michael E, Nydia Rodriguez Kastre, and Alfred G. Edwards. The Minority Career Guide: What African Americans,
Hispanics, and Asian Americans Must Know to Succeed in Corporate America. Princeton, NJ: Peterson’s, 1993.

Kolin, Philip C. Successful Writing at Work. Boston: Houghton Mifflin, 2001.

Murdick, William, and Jonathan C. Bloemker. The Portable Technical Writer. Boston: Houghton Mifflin, 2001.
Murdick, William. The Portable Business Writer. Boston: Houghton Mifflin, 1999.

Ober, Scot. Contemporary Business Communication. Boston: Houghton Mifflin, 2003.

Tieger, Paul, et al. Do What You Are: Discover the Perfect Career for You Through the Secrets of Personality Type.
New York: Brown and Company, 2001.

Winter, Barbara. Making a Living Without a Job. New York: Bantam Books, 1993.

Yate, Martin John. Knock’em Dead 2001: The Ultimate Job Seekers Sources with Great Answers to 200 Tough Questions.
New York: Adams Media Company, 2001.
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Abstract conceptualization learning stage, 29
Accommodators learning style, 29
Accountability, 27

Achievements, 35, 83-84, 108, 119

Active experimentation learning stage, 29
America’s Job Bank database, 46

Aristotle, 102

Assets, 39-40

Assimilators learning style, 29

Associations, professional, 60

Behavioral preferences, 103-104

Bolles, Richard, What Color Is Your Parachute?,
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Boren, David, 82

Bowen, Elizabeth, 42

Budget, creating, 70-71

Businesses, creating, 84

California Psychological Inventory, 36
Candidness, 27
Career Ability Placement Survey (CAPS), 36
Career changes, mid-life, 17
Career information
building structure of, 63
computer based, 45-46
Career opportunities of employers, 59
Career planning
benefits of, 10, 1213, 15, 68
choices, 10, 11, 63, 116
commitment to, 15
condition of survival, 52
dreams, 10
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ideas, 13
Internet usage, 46
life purposes, 112-113
mistakes in, 116
negative thoughts, 12, 14
online resources of, 59
process of, 14, 15, 118-119
scheduling time for, 118
teaching, 119
web sites, 2, 15, 30, 36
Career plans
advertising, 118
discovery/intention statement, 7
explanation of, 5
formats, 78-79
laid off, 54
revisions of, 76
updating, 118
writing, 7

Career Resource Center, 46
Career resources, web sites, 46, 72
Career Thoughts Inventory, 36
Careers
choices in, 80
definition of, 7
expanding choices of, 43
ideas for, 44
lists of, 9
options for, 83
recommendations for, 11
Chat rooms, 56
Civil Rights Act of 1964, Title VII
ban of discrimination, 108
guidelines for interpreting, 110
Commitment, 15
Common goals, strategies for, 106
Communications
commonality in cultures, 107-108
Internet dialogue, 111
nonverbal dialogue, 111
Company annual reports on Internet, 59
Competencies, core of success, 37
Computer resources
for career information, 45-46
See also Internet
Computer skills, training for, 54
Computers
selection needs, 55
web research, 5758
Concrete experience learning stage, 29
Contflict, resolving, 104
Content skills, 33
Convergers, learning style, 29
Conversation space
balance of, 21
definition of, 20
Course catalog, 32
Cover letters, 94-96
Coworkers, success with, 103-104
Creation, planning by, 70-71
Creativity, 73,77
Credibility, web sites, 61
Cultures
corporate, 108
differences in, 106—-107
ethnocentrism of, 108
Curie, Marie, 42
Cyberspace updates
web site, 56

De Bono, Edward, 66

Detachment, 27

Dictionary of Occupational Titles, 46
Discovery statement, career plan, 7-9

Discovery/intention statement, sexism
revealed by, 110
Discrimination
community protection, 110
proof of, 108
sexual harassment, 109
Divergers learning style, 29
Diversifications, 84
Diversities, 106
Domain goals, 75
Dreams, exploration of, 17
Dyer, Wayne, 82

Education, 53
Education Amendments of 1972, Title IX
bans discrimination against students, 110
See also Discrimination
Email
free, 56
guidelines for, 111
public document warning, 111
Employers
information interviews, 47
Web home page, 59
Web research, 59
Employment security, 52—-54
Equal Employment Opportunity Commission
(EEOC), 108
Eureka Skills Inventory, 36
Expanding, definition of, 2

FedWorld, U.S. government job openings on, 46
Financial resources, 39

Foundations for skills of success, 37

Future, creating, 21, 115

Gandhi, Mohandas, 6
Goals
accomplishing, 119
categories, 75
common, strategies for, 106
for the future, 22,73, 114
formats, 78
paths to, 74
reminders of, 118
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Government publications, resources of, 46
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