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Do you/Can you. . . sure
12. | Respond appropriately to questions during a job interview?
13. | Formulate questions that would be proper to ask during a job
interview?
14. | Describe types of extra benefits you want in a job (e.g., re-
tirement funds, sick leave, health insurance, vacation, efc.)?
15. | Compose the appropriate thank you letters after your inter-
views?
Job keeping Yes | No | Not
Do you/Can you. . . sure
1. | Demonstrate a willingness to learn new skills?
2. | Describe how salary or wages are figured for a specific job?
3. | Describe how fringe benefits are figured for a specific job?
4. | Describe the correct steps to take when you are too ill to re-
port to work or when you get sick at work?
5. | Describe the correct steps to take to apply for vacation or an-
nual leave?
6. | Describe what you should do if you have problems carrying
out the duties and responsibilities of the job?
7. | Explain how to handle problems with other employees on the
job? N
8. | Describe why you need to be willing to make changes and to
adjust in a work situation?
9. | Describe what safety rules exist in a work situation?
10. | Describe what steps to take if there are unsafe working con-
ditions at a job site?
11. { Know about employee rights and unfair discrimination prac-
tices in terms of sex, race, and age?
12. | Explain what you should do if you feel you have been un-
fairly treated on the job because of sex, race, or age?
13. | Describe how unions or professional groups can help you?
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