Supplemental Resource
To the Frameworks Glossary
Unit 1 Intro to the World of Work
 Baby Boom – Period roughly between 1947 and 1963 when a large number of children were born due to:

· A time of peace and prosperity following WWII

· Increased production of manufacturing goods sold nationally and internationally

· Better medical care for newborn babies

· Traditional large families

 Baby Bust – Period following the Baby Boom when fewer births occurred due to:

· A lackluster economy caused by fewer manufacturing jobs

· A threat of nuclear war with the Soviet Union

· A war with communism in Vietnam

· The introduction of abortion and birth control practices

· The higher cost of having and raising children

· A diminished need to have children

Career Goal – Long-term work plan including education, training and experience

· Long-Term Goal – A goal one wants to reach or achieve later in life  

· Short-Term Goal – A goal one wants to achieve within about five years. These may be stepping stones to reach medium and long-term goals.

Demographics – The characteristics or make-up of a population:

· Population is increasing and becoming more urban 

· People are moving generally from the northeast to the south and southwest

· Hispanic immigrants are moving north of the border

· The population is growing older with the aging baby boom

· People of color outnumbering whites

· Spanish is the fastest growing language in the U.S.

· The US is a melting pot of the world’s population, culture, languages, skills, talents, and knowledge

Unit 1 Intro to the World of Work - Continued
Economy – Managing money, resources, labor and materials:

· Agricultural Based Economy – Majority of the population earning their income from natural resources, farming and ranching   lasting until the late 1800’s in the United States

· Industrial Based Economy – Majority of the population earning their income from manufacturing goods occurring in the United States between the late 1800’s and the mid 1900’s

· Service Based Economy – Majority of the population earning their income from providing services to others beginning in the mid-1900’s and continuing into the future

Generation X – Generation to not fair as well as the preceding generation due to:
· Higher social security taxes caused by a retiring baby boom generation

· Higher cost of living 

· Increased global competition of goods and services 

· Increase in more technical jobs requiring additional education and training

Global Economies – The production, development, and financial management of materials and wealth of a country creating worldwide competition
· Capitalism – Privately owned business without government control
· Socialism – Socially owned business with government control
· Communism – Sharing the workload by all members of society totally owned and controlled by the government

Workforce Diversity – A wide variety of people in the workplace with varying backgrounds, cultures, religions, experience, skills, and talents:

· Increasing numbers of women in the workplace and in management
· Hispanic (Spanish speaking) boom in the labor market
· An aging workforce due to the baby boom

· A more highly trained and educated workforce especially in technology

Unit 2 Self-Awareness
Brain Orientation – The way one uses the two hemispheres of the brain
· Left-brain Dominant – Logical, organized, intellectual, analytical, administrative, conservative, and mathematical

· Right-brain Dominant – Artistic, conceptual, imaginative, emotional, spiritual, talkative, musical, and interpersonal

Career Interest Area – A group or cluster of jobs with similar activities and skills

Learning Style – The natural method or way one thinks and learns
· Auditory – learns best through listening - They learn best through verbal lectures, discussions, talking things through and listening to what others have to say. Auditory learners interpret the underlying meanings of speech through listening to tone of voice, pitch, speed and other nuances. Written information may have little meaning until it is heard. These learners often benefit from reading text aloud and using a tape recorder. 
· Visual – learns best through seeing - These learners need to see the teacher's body language and facial expression to fully understand the content of a lesson. They tend to prefer sitting at the front of the classroom to avoid visual obstructions (e.g. people's heads). They may think in pictures and learn best from visual displays including: diagrams, illustrated text books, overhead transparencies, videos, flipcharts and hand-outs.  During a lecture or classroom discussion, visual learners often prefer to take detailed notes to absorb the information..
· Tactile/Kinesthetic – learns best through doing, moving, and touching - Tactile/Kinesthetic persons learn best through a hands-on approach, actively exploring the physical world around them. They may find it hard to sit still for long periods and may become distracted by their need for activity and exploration.
Listening Skills – The practice of hearing, learning, and retaining verbal information for later use:
Focusing, repeating, asking questions, connecting to previous knowledge, visualizing, taking notes, & practicing

Personality Trait – Individual characteristic that helps determine ones personality 

Personality Type – A group of characteristics that collectively form a general group of people with similar interests, values, and behaviors  

Self-Esteem – Self-respect, belief, and recognition of one’s own abilities 

Study Skills – Determining the techniques how one best studies and learns
Work Values – The beliefs and standards one has about working, for example:
Reliable, Dependable, Resourceful, Loyal, Creative, Trustworthy, Fulfillment, Achievement, Accomplishment, Initiative, Integrity, Prestige, Honesty, Punctuality, 
Unit 3 Making Decisions
Career Ladder – A plan of action for education, training and experience to reach a career goal

Goals – Written down in clear and understandable language, realistic and obtainable, time frame or deadline, measurable, told to others for feedback, worked on until complete

Prioritize – To put things in order of importance from greatest to least

Schedule – A time frame for accomplishing activities

Time Management – Creating a schedule for completion of activities and meeting goals 

Unit 4 Researching Careers
Full-Time Job – Generally 40 hour work-week or more

Job Description – A definition of work duties

Job Market – The need for workers in a particular occupation or field
Job Outlook – The future prospects for employment in a particular job or field

Job Shadowing – Following a person on the job to learn job duties and responsibilities

Specializing – Focusing or concentrating in a particular skill

Work Environment – The surrounding physical conditions of a work place

Unit 5 Exploring the 16 Career Clusters
Career Pathway – an area of concentration within a career cluster

Finance – Acquiring investing and managing money and other assets 
· Account - A business relationship with a company designated by a number 
· Balance Brought Forward – Current balance held after the last transaction
· Bankruptcy – Inability to pay debts forcing the debtor to declare insolvency

· Budget – An itemized summary of expected income and expenses

· Check Memo – Reason the check was written including account numbers
· Check Register – A record of bank transactions
· Credit – Confidence in a borrower’s ability to repay a loan with interest

· Credit Card – Authorizing card to borrow money repaid with interest 

· Debit Card – Authorizing card to draw money directly from a bank account

· Deposit – Amount of money added to a checking or savings account
· Endorse – To sign the back of a check for cashing or deposit
· Blank Endorsement – To simply sign the back of a check
· Corrective Endorsement – To correct the endorsee’s name          
· Restrictive Endorsement – Endorse for a deposit only
· Transfer Endorsement – To endorse the check over to another person
· Hot (bounced) Check – A check returned due to an insufficient balance
· Interest Rate – A percentage charged for money borrowed or saved 

· Post-Dated Check – An agreement to write a check dated for a later time
· Transaction – A change adding to or taking from an account
· Withdrawal – Money taken from a banking account
Unit 6 Employment Skills
   Annual Leave – Time an employee may take off work with pay
Arkansas Employment Security Division – The state agency which helps individuals find employment and companies find employees at no charge

   Base Pay – The standard minimum pay received by an employee
   Bi-Weekly Pay – Earnings received every other week on specific days
   Check Stub – Paper showing earnings and deductions from a payroll check
Classified Ads – Organized newspaper advertisements 
Commission – A percentage of sales paid to an employee 

   Contract Labor – Agreement to complete a job for an amount of money
Employment Agency – A service business designed to help put employees and employers together

Fee – An amount of money charged by others for services rendered
   FICA – Federal Insurance Contribution Act (Social Security)
Follow-Up Letter – A thank you letter written following an interview
   IRS – Internal Revenue Service (Agency which collects Federal Income Tax)
Letter of Application – An introductory letter written to a prospective employer
Overtime – Earnings above base pay
Payroll – Salary or wages given an employee on a regular basis
Personnel – A group of employees in an enterprise
   Regular Work Week – Generally a 40 hour work week
   Salary – A fixed income paid at regular intervals

   Salary Range – Average expected beginning to experienced annual earnings
   Seasonal – Temporary work during special times of the year
Unit 6 Employment Skills - continued
   Semi-Monthly Pay – Earnings paid twice a month on designated dates
   Sick Leave – Cumulative time given to employees as sick days with pay
   Union – A group of workers who collectively bargain for higher wages, improved benefits, and better working conditions

   Union Dues – Fees charged by an organization to unite employees
   Want Ads – A section of the classified ads in the newspaper that list job openings
   Year-To-Date – Money accounted from January 1st through the current pay period
Unit 7 Entrepreneurship

Bartering – Trading goods and/or services of equal value
Economy -  Careful use of resources including money and materials

Enterprise – Undertaking or venture to make money with risk
Free Enterprise System – A free flowing economy based upon the laws of supply and demand to allow individuals or companies to buy and sell goods and/or services at a profit
Goods – Tangible merchandise or wares
Laws of Supply and Demand – Economic rules which influence consumer buying decisions

· Law of Demand – State that as the price decreases the consumer will purchase more and as the price increases the consumer will purchase less

· Law of Supply – States that as the price increases the producer will produce more and as the price decreases the producer will produce less
Loss – Earnings below the cost of doing business
Profit – Money earned above the cost of doing business
Retailer – Buying a finished good or service with the intent to resell it 
Services – Intangible work done for others as an occupation or business
Vendor – Someone who sells goods or services

Wholesaler – Buying in bulk form with the intent to resell by the case 

Unit 8 Education and Training
Automation – Using machines to replace human workers
Career Action Plan – A plan which includes the education and training requirements to reach a career goal
Entry Level Jobs – Beginning low skilled jobs in a particular profession
Manual Labor – Work performed by humans
Professional – Relating to a specific field with a high degree of skill or experience
Specializing – To employ oneself in a particular action or function
Technical – A specialized scientific work in manufacturing and industry
Technology – The use of goods or services to make life easier creating new jobs while eliminating others
Vocation – An occupation one is well-suited or qualified for

Work Ethic – The rules of behavior in the workplace
