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Introduction and Acknowledgements

The Virginia Adult Learning Resource Center was contracted by the Virginia
Department of Education, Office of Adult Education & Literacy, to produce a career-
focused GED instruction guide based on WIN’s GED Learning in the Workplace
Curricula Guide for Hospitality, in a teacher-friendly format. This document became
GED Career Bridge to Hospitality.

The guide includes:

e GED as Project Inquiry Activities, adapted to hospitality contexts and designed for
teachers to pull and use “as is”

e Current hospitality industry vocabulary lists, lessons and resources

e A variety of career briefs in the hospitality field, from Career Prospects in Virginia

e Hospitality-related reading material and lesson plans

This curriculum was piloted during fiscal year 2006/7. The pilot programs were:

e Henrico County Adult Education
e Virginia Beach City Public Schools — Adult Learning Center
e Roanoke City Public Schools

Many thanks to our Hospitality partners in each pilot region, and especially to the
“subject matter experts” who volunteered their time and expertise to develop the
material in this book so that it is on-target and valuable to hospitality industry employers:

e Cecilia Thomas, Owner/Manager of Tropical Smoothie Café, Richmond, Virginia
e Patrick Foley, CHA, Member Board of Directors, Virginia Hospitality and
Travel Association
e Dennis Flannery, Rhonda Allison, and Jen Streit of the Virginia Hospitality and
Travel Association



Instructor Notes

The hospitality industry needs employees to provide high-quality service and a
memorable and pleasurable experience for both domestic and international visitors.
When labor shortages impact the transportation, lodging, food service and attraction
companies, there are fewer employees to deliver the high-quality service or experience
desired.

GED instructors who use this career-focused program have a unique opportunity to
weave a vocational context into GED studies that could both help their students earn a
GED certificate and gain them entry into an exciting new career. Hospitality employers
are anxious to meet and train GED graduates who are able to learn and progress
through any of the many vocational tracks this field offers.

Workplace Context: Instructors will find it helpful to ground themselves in workplace
information before embarking on this program. Two articles that can help are provided:
e An ERIC Digest Overview: “The Adult Education Teacher’s Role
in Career Planning” and

e Executive Summary: Virginia’'s Changing Workplace*

Contact Form: A blank form is provided for you to record local hospitality contacts.
These contacts will be important to have handy as you refer your students to areas
and programs in which they may succeed.

GED Content Area Lessons: The majority of these lessons provided in this guide are
adapted from GED as Project, developed by the Virginia Adult Learning Resource
Center and the Workforce Improvement Network, and funded by the Virginia
Department of Education. To familiarize yourself with the Inquiry Process approach
upon which these lessons are based, please see the Process and Template outlines in
the Resources section. You may also visit the GED as Project site at www.valrc.org.
Click on Publications and scroll down.

Reference Chart for additional practice: At the end of each content area section, there
is a reference chart for other hospitality-oriented lessons on the same topic, found in
various GED text books usually on hand in the classroom.

Lesson Materials and Resources: A number of resources specific to hospitality are
provided:
e Career Paths in Hospitality—a wide variety of career briefs
with a lesson plan*
e Vocabulary Lists
e Reading Passages
e A “Student Handbook” to integrate into the classroom or allow stu-
dents to take home for work on their own

*Used with permission of Career Prospects in Virginia, www.careerprospects.org




See the Resources section for information about additional hospitality and workplace
resources, including:

Additional Worksheets: The National Restaurant Association Educational Foundation
(NRAEF) provides worksheets, activities, posters and quiz sheets about food safety,
free to download, at www.nraef.org. Click on the National Food Safety Education
Month box.

PBS LiteracyLink Workplace Essential Skills: Consider purchasing WES workbooks or
showing their videos, to reinforce some of the workplace ethics and context that your
GED student will need to succeed in the hospitality field.

The book symbol indicates a page or activity in the Teacher’s Guide that also
appears in the Student Handbook. The book symbol, followed by the corresponding
Handbook page number, will appear in the upper lefthand corner of the appropriate
Teacher’s Guide pages.



Local Hospitality Contacts

Organization/ Contact Phone/Email/ Notes
Company Website




ERIC MM Digests

ERIC Identifier: ED272701
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Sour ce: ERIC Clearinghouse on Adult Career and Vocational Education Columbus OH.

TheAdult Education Teacher's Rolein Career Planning.
Overview. ERIC Digest No. 55.

THIS DIGEST WAS CREATED BY ERIC, THE EDUCATIONAL RESOURCES INFORMATION
CENTER. FOR MORE INFORMATION ABOUT ERIC, CONTACT ACCESS ERIC 1-800-LET-
ERIC

TEXT: Because career development is alifelong process, adults frequently need career planning assis-
tance. The adult education classroom or learning setting is a natural environment for individuals who
wish to seek and receive help with career planning. Following a discussion of the career development
needs of adults, this digest describes the appropriate role for the teacher in providing career planning
assistance and suggests activities that can be used to support adult career planning in the classroom.

WHAT ARE THE CAREER DEVELOPMENT NEEDS OF ADULTS?

According to Deems (1983), adult career development is a process with specific phases or stages, often
paralleling human development stages. Career development involves a number of career decisions which
occur throughout alifetime. This means that adults can plan and influence their own careers. However,
self-concept as well as the extent to which an individual feels responsible for his or her own future
strongly influence the career devel opment process.

Keierleber and Sundal-Hansen (1985) have identified three models of career and adult development that
"relate most directly and practically to the issues adult students are concerned about: life roles, concepts
of age, and transitions' (p. 252). Thelife roles model refers to the need to develop priorities for balanc-
ing avariety of rolesincluding those of student, child, parent, spouse, worker, and citizen. Decisions
about careers are an integral part of the life roles model; in fact, some have come to equate the term
"careers' with the ongoing development and integration of an adult'slife roles. The concepts of age
model affects career devel opment because adults may feel that career decisions should be age-related
and as aresult, they may impose constraints on their own career development. For example, a 30-year-
old male may think he should stay in hisoriginal career field rather than "start over" because he feels
men should be established in their careers by their early thirties. The transitions model refers to the fact
that life events or changes, such as transitions, frequently trigger the need for career planning. Such
events include unemployment, dissatisfaction with current job or career, promotions, lack of career mo-
bility, and so forth.

Given the heterogeneity of the adult population, the career development needs of adults cover awide
range. Those adults who have good self-knowledge, who are knowledgeabl e about employment situa-
tions, and who have good decision-making skills are likely only to need information in order to make
career decisions (Herr and Cramer, 1979). There are many adults, however, whose career devel opment



has been characterized as "late, delayed, or impaired," who have very different career devel opment
needs (Manuele, 1984, p. 101). These adults need to develop more positive self-images, to increase their
knowledge of careers and career choices, to increase their ability to use resources, and to improve their
decision-making skills before being able to engage in career planning activities.

WHAT ISTHE APPROPRIATE ROLE FOR TEACHERS IN ADULT CAREER PLANNING?

Either through choice or necessity, more and more adults are seeking career assistance, and in order to
address career or job concerns, are frequently enrolling in educational programs (Keierleber and Sundal-
Hansen, 1985). Therefore, adults may come to rely on the adult education teacher or instructor for their
career development needs. Through classroom interactions, adult students come to know and trust their
instructors, and as a result feel comfortable discussing concerns or questions related to their careers. In-
structors, likewise, acquire knowledge about their adult students that is helpful in providing career plan-
ning assistance.

Some career development activities involve counseling and should be provided by atrained professional
counselor. Like teaching, counseling is a specia skill that requires training and supervised experience.
Counselors, for example, are trained to administer and interpret career assessment instruments (Chandler
and Hott, 1985). Although many career development activities should be carried out in conjunction with
acounselor, teachers may aso appropriately engage in activities that support or enhance adult career
planning. These activities, though, must be related to or compatible with the teacher's major role as de-
liverer of instruction.

WHAT ACTIVITIES CAN ADULT TEACHERS ENGAGE IN TO SUPPORT CAREER PLAN-
NING?

Adult education teachers may appropriately support career planning activities through instructional ac-
tivities and by serving as a source of information about other career development and planning services.

INSTRUCTIONAL ACTIVITIES

According to Herr and Cramer (1979), teachers and instructors can provide "much of the attitudinal sup-
port and knowledge from which more motivated and informed career devel opment may flow" (p. 259).
In the area of instruction, this can be done by including information and experiences that link general
educational activities to specific vocational or occupational tasks. Some suggestions on how to do this
are:

--Include concrete examples of relevant theoretical ideas from occupational settings.
--Help students to acquire and apply appropriate vocabulary.
--Support attitudes of personal mastery or competence among students.

--Reinforce the importance of formulating positive attitudes toward work and acquiring information
about a variety of occupations.

--Discuss concepts related to life in organizations. Such concepts include authority relationships, routine
and variety, teamwork, patterns of mobility, and promotions and demotions (Herr and Cramer, 1979).
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In vocational or skill-centered curricula, instructors of adults may support career planning effortsin the
following ways:

--Provide current and accurate information about their specific occupational field, including opportuni-
ties for contacts with workers and work settings.

--Assist studentsin analyzing and interpreting their learning experiences in terms of the workplace.

--Plan and provide instruction that prepares individuals to enter, progress, and transfer among jobsin an
occupational field or career cluster.

--Assist individualsin identifying a wide range of occupations to which their vocational instruction is
applicable.

--Encourage employersto provide information that will expand awareness of career opportunities (Herr
and Cramer, 1979).

Instructors may also plan career exploration activities and discuss the importance of capitalizing upon
certain personal characteristics in making career decisions. Career exploration often includes examining
past experiences to eval uate both vocational and nonvocational successes and failures. This type of exer-
cise can help in identifying skill strengths and weaknesses that may be important in future job decisions.
Career exploration may also involve the process of values clarification, which assists individuals in iden-
tifying priorities related to life-style choices, including choices concerning careers and occupations
(Vetter and others, 1986). Career exploration activities may be included as part of aunit on life skills.

Depending on the type of course, it may also be appropriate for teachers to provide instruction in spe-
cific job hunting skills. Such instruction would include locating information about job openings, com-
pleting job applications, and preparing for the interview process.

INFORMATION DISSEMINATION AND NETWORKING ACTIVITIES

Assistance for individuals in obtaining information related to career planning is a highly important ser-
vice for adults. Adult students need a variety of information about themselves and their values, skills,
and interests; occupations, training and credentialing requirements; standard educationa requirements;
and career education services and resources (Keierleber and Sundal-Hansen, 1985). Large numbers of
adults only want or need information in order to proceed with their career planning activities (Herr and
Cramer, 1979). However, since some adults have limited information inquiry, processing, and interpreta-
tion skills, they may need assistance in using the information (Keierleber and Sundal-Hansen, 1985).

Because teachers have ongoing contact with their students, they can play akey rolein helping adults
access and use career planning information. To support career planning teachers might want to provide
the following information:

--A list of local resources offering career and educational guidance services, --A list of local community
colleges, colleges, universities, and trade and technical schools, --An overview of job seeking skillsin-
cluding those involving resumes and cover |etters, interviewing techniques, and ways to seek employ-
ment, --A description of how to register with the Employment Securities Commission, --A list of local
unions and personnel offices for local government, public schools, and large businesses, --A list of com-
mercially available publications related to job hunting and career development (" Providing Career and



Planning Information", 1986).

Teachers may also serve as "networkers," providing links between adult career development and coun-
seling services in both the ingtitution and the community. Through classroom interactions, teachers are
frequently able to identify individuals who need further career services. They should be knowledgeable
about the variety of career services and resources available to their adult students and be able to refer
them to the appropriate sources.

FOR MORE INFORMATION

Chandler, J. B., and M. E. Holt. "Who Should Counsel the ABE Student?' ADULT LITERACY AND BASIC
EDUCATION 9 (1985): 87-94.

Deems, R. S. CAREER DEVELOPMENT IN ADULT BASIC EDUCATION PROGRAMS. Information Series
no. 263. Columbus. ERIC Clearinghouse on Adult, Career, and Vocational Education, The National Center for
Research in Vocational Education, The Ohio State University, 1983. ED 232 065.

Herr, E. L., and S. H. Cramer. CAREER GUIDANCE THROUGH THE LIFE SPAN: SYSTEMATIC AP-
PROACHES. Boston: Little, Brown and Company, 1979.

Keierleber, D. L., and L. S. Sundal-Hansen. "Adult Career Development in University Settings. Practical Perspec-
tives" INADULT CAREER DEVELOPMENT, ed. Z. Leibowitz and D. Lea. Alexandria, VA: Nationa Career
Development Association, American Association for Counseling and Development, 1985.

Manuele, C. "Modifying Vocational Maturity in Adultswith Delayed Career Development: A Life Skills Ap-
proach." THE VOCATIONAL GUIDANCE QUARTERLY 33 (1984): 101-112.

"Providing Career and Planning Information." GED ITEMS 3 (1986): 3.

Vetter, L., W. L. Hull, C. Putzstuck, and G. Dean. ADULT CAREER COUNSEL ING: RESOURCES FOR PRO-
GRAM PLANNING AND DEVELOPMENT. Bloomington, IL: Meridian Education Corporation, 1986.

This publication was prepared with funding from the Office of Educational Research and Improvement, U.S. De-
partment of Education, under OERI contract. The opinions expressed in this report do not necessarily reflect the
positions or policies of OERI or the Department of Education.

Title: The Adult Education Teacher's Rolein Career Planning. Overview. ERIC Digest No. 55.

Document Type: Information Analyses---ERIC Information Analysis Products (IAPs) (071); Information Analy-
ses---ERIC Digests (Selected) in Full Text (073);

Target Audience: Practitioners

Descriptors: Adult Education, Adult Educators, Career Development, Career Planning, Educational Needs, Infor-
mation Dissemination, Information Networks, Learning Activities, Postsecondary Education, Teacher Role
Identifiers; ERIC Digests



