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Literacy Shelf 6
	Item
	Description
	Components

	You’re Hired: The Nuts and Bolts of Job Hunting

(1986)
	3 sections:

The Job Seeker (skills, goals, job list, resume)

The Job Campaign (phone, ads, employer contact)

The Job Interview (dress, conduct, questions)


	

	Get That Job! Workbook

(1999)


	Activity worksheets.

Topics:

likes/skills

jobs

personal information/resume

ads

interview


	

	The Career Game
 (1998)


	Opportunity to identify interests (via checkmarks on color-coded chart).  Color score is tied to jobs types.
	2 booklets:

How to Find the Best Jobs for You

Red Hot Jobs for Career Game Players



	(Contemporary’s) Work-Wise: Tactics for Job Success

(1991)
	Focus is on effective job performance.

Also, advice on moving up the career ladder and seeking new job opportunities.

Includes some pre-employment and on-the-job skills.


	

	(Contemporary’s) Essential Skills for the Workplace

Level 1: Obtaining Information and Using Resources 

(1993)
	Integrates basic skills within workplace contexts.

Contents: 

product information—ads, labels, catalogs

workplace information—messages, paychecks,

policies, etc.
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Literacy Shelf 6

	Item
	Description
	Components

	Workskills
Book 1

(1994)
	Teaching approach is functional and contextual.

Variety of exercises to develop problem-solving skills.

Topics:
company policies

directions/instructions

safety

interactions

work behaviors

job performance

goal-setting

job training/continuing education

	

	Preparing Workers for 21st Century Employment: Making the Most of a Job

(Michigan Adult Education)


	Short readings that help in 2 ways:

practice reading

topic is a real workplace problem
	Book

Student Reading Practice Cards

	Payday!  Managing Your Paycheck

(1990)
	Readings and practical applications.

Contents:

paycheck

taxes

checking account
credit

ATM


planning/saving

budgeting

	

	Book of Forms for Everyday Living

(1985)
	Forms for:

employment

government

money

personal

consumer
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Literacy Shelf 6

	Item
	Description
	Components

	Henry Perry Gets a Job


	Practical, easy-to-read information for seeking entry- level jobs.

5x8 size. 60 pages.

Fiction story is 45 pages, 8 chapters.

Resource section is 15 pages.

Resource section has ways to look for job.

Grade 4-5 reading level.


	

	Work Issues:  Sexual Harassment

(1994)
	5x8 size.

30 pages.

Pictures.

3 sections:

story (fiction)

article (non-fiction)

activities


	

	Basic Skills for the Workplace

(1991)


	Resource and day-to-day practical guide for developing and implementing workplace programs.
	

	Beyond the School Doors: The Literacy Needs of Job Seekers Served by the US Department of Labor

(1972)
	Reference report.

Defines and profiles levels of proficiency:

prose literacy

document literacy

quantitative literacy


	

	The Meeting Will Come to Order: Simplified Guidelines to Parliamentary Procedure
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	Item
	Description
	Components

	Practice in Survival Reading 7: Let’s Look It Up

(1977)
	25 excerpts from reference sources.
Each has 10 questions; answers draw on 3 levels of reading comprehension skills:

locating facts

interpreting facts

applying knowledge


	

	Survival Skills for the Student At Risk

(1989 The Ann Arbor News)


	Teaching at-risk students using the daily newspaper.

Provides variety of activities using the newspaper.
Content areas:

self-actualization

science

language arts

social studies

math


	

	Special Education and Cooperative Learning

(1990 The Ann Arbor News)
	Using the newspaper as a primary resource.

Provides variety of activities using the newspaper.

Fundamental skills at each level in:

language arts

math

health

social studies

4 levels:

K-2

grades 3-5

grades 6-8

HS 9-12
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	Item
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	Components

	What You Need to Know About Reading Labels, Directions and Newspapers

(1985)


	Short readings and practice activities.
	

	Budgeting Know-How: Reading Strategies by Objective

(1987)


	Short readings with practical exercises.
Contents:

how to prepare a budget

how to figure your take-home pay

writing a budget

how to balance a budget

dealing with money problems

	

	Control Your Money

(1997)
	Contents:

money basics

credit
spending plan

money trouble
banking

planning for future

	

	Everyday Forms

(1994)
	Forms for:

school
postal
job

consumer
bank

government
medical

	

	Community Issues:  Watching Out for Crime

(1994)


	5x8 size.

30 pages.

Pictures.

3 sections:

story (fiction)

article (non-fiction)

activities


	Part of Community Issues Series; 3 other topics located on Reading Shelf 2 Science/Social Studies
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	Item
	Description
	Components

	Yes! You Can Get There From Here

(1997)


	Easy-to-read inspirational book.
Shows how to achieve fulfillment by taking charge of your life.
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