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Planning for Your Career

Personal Interests

Personal Aptitudes

Personal Values (Part 1)

Personal Values (Part 2)
Occupational Information

Material Benefits of Jobs

The Value of Material Benefits
Environmental Job Factors

Work Activities

Training and Skills for Jobs

Job Factors and Personal Characteristics
Barriers to Employment

Identifying Barriers to Employment
Overcoming Barriers to Employment
Developing a Plan to Overcome Barriers
Conducting a Job Search

Setting Job Search Goals

Planning and Monitoring Your Job Search
Job Sources

Want Ads

The Process of Applying for a Job
Job Search Documents

The Job Application Form

Personal Resume

Writing Business Letters

Job Search Letters

Preparing for a Job Interview
Interview Behavior

Answering Interview Questions

Job Search Follow-up

The World of Work

Worker's Rights and Responsibilities
An Overview of Employers' Expectations
Personal Appearance

Personal Qualities

Positive Work Attitudes

Doing Your Job

Understanding Your Job Description
Basic Skills

Communication Skills

Making Decisions on the Job

Safety Practices

Interpersonal Skills

Relationships With Supervisors
Relationships With Co-Workers
Relationships With Customers
Resolving Conflicts
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Increasing Your Value to Your Employer
Improving Your Job Skills and Knowledge
Managing Yourself

Coping With Stressful Situations
Changing a Behavior or Habit
Understanding Your Paycheck
Managing Your Checking Account
Balancing Your Checkbook
Understanding Credit

Deciding How to Spend Your Money
Choosing the Best Buy
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