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Caring for Yourself and Your Career
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1. Discuss different types of careers in . 3. Identify documents that may be
the healthcare field . required when applying for a job and
True or False - explain how to write a résumé
1. ____ Direct service workers include sales- Short Answer

people, waiters, and bartenders. . 1. List four documents that may be needed
2. X-ray technicians work in diagnostic when applying for a job.

services.
3. ___ Receptionists, office managers, and |

billing staff are considered part of the .

healthcare field. '
4. ____ Health educators have job opportuni-

ties within the healthcare field.
5. e Counselors and social workers are not :

part of the healthcare field. True or False

. 2. ____ Friends and relatives are the best ref-
: erences to use for a potential job.

2. Explain how to find a job

3. ___ A person’s résumé should fit on one
Short Answer : page.
List three resources you should try when looking 4. A résumé should include a list of the
for potential employers. person’s educational experience.
— A résumé should include a list of the

person’s religious and political beliefs.

. 6. ____Ifapotential employer asks a person

5 for proof of his legal status in this
country, it means that the employer is
being discriminatory.

7. ____ A cover letter should emphasize the
5 skills a person has that would be a
good match for the position.
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4. Demonstrate completing an effective
job application

Short Answer
Complete the sample job application.
Employment Application
Persanal Infc
Name: Date:
Home Address:
City, State, Zip:
Emall Address:
Home Phone: Business Phone:
US Citizen? ¥ Not, Give Visa No. and Expiration Date:
Posiion Applying For
Title: Salary Desired:
Referred By: Date Available:
Education
High Schoul {Name, City, State}:
Ciraduation Date:
Techrical or Undergraduate School:
Dates Attendad: Degree Major;
References

Namie;

5. Demonstrate competence in job

. interview techniques

Short Answer
Make a check mark (v) next to the actions appro-

. priate for job interviews.

1. __ Wearing jeans
2. ____ looking happy to be there
3. ____ Askingifitis okay to smoke during
the interview
4. Wearing very little jewelry
Asking how many hours you would
work
6. Bringing your child with you if you
: cannot find a babysitter
7. ____ Wearing your nicest perfume
8 ___ sitting up straight
9. ____ Asking what benefits the employer
E offers
10. ___ Shaking hands with interviewer
11. ____  Eating a granola bar during the
interview
12. ___ Asking if you got the job at the end of
the interview
13. ____  Letting the interviewer know some of
’ the negative things your former boss
did
14. ____ Asking how soon a decision about the

position will be made

6. Discuss appropriate responses to
 feedback

. Short Answer

. Read the following and mark whether they are

- examples of constructive feedback or hostile criti-

- cism. Use a C for constructive and an H for hostile.

' 1. ___ “You are a horrible person.”

2. “If you weren’t so slow, things might

get done around here.”

- 3. __ “Some of your reports are not com-

plete; try to be more accurate.”



Name:

4. ____ “That was the worst meal I've ever
eaten.”

5. ____ “I'm not sure that you understood
what I meant. Let me rephrase the
issue.”

6. ___ “Where did you learn how to clean?”

7. . “That was a stupid idea.”

8. ____ “That procedure could have been per-
formed in a more efficient way.” ’

9. — “Try to make more of an effort to lis-
ten carefully.”

10. ____  “Stop being so lazy.”

7. Identify effective ways to make a
complaint to an employer or supervisor
and discuss how to manage conflict

Scenario
Read the following scenario and answer the
question.

Anne is a home health aide who works

three days a week for her client, Mrs. Singer.
Generally, Mrs. Singer’s son, Benjamin, is
there as well, and he and Anne work as a team.
Benjamin finds a new job and cannot be home
during the day anymore. The next time Anne
arrives, Mrs. Singer is moody and distant. She
is reluctant to follow the care plan, and she
tells Anne that she will not take a bath until
Benjamin comes home. She also refuses to eat
food that Anne has cooked, insisting she can
only eat her son’s cooking. After some gentle
urging, Anne gets Mrs. Singer to eat and take a
bath

The next time Anne works, Mrs. Singer drops
her plate on the floor and tells Anne that she is
a lousy cook. She tells her to fix a new meal and
clean up the mess. Anne does both although she
feels very upset.

1. Should this be reported to a supervisor? If
so, how?
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Multiple Choice

2. When is an appropriate time to discuss an
issue that is causing conflict in the
workplace?

(A} When the HHA decides she cannot take
it anymore

(B) When the HHA is upset because some-
thing has just occurred

(C) Right before the HHA gives her notice

(D) When the supervisor has decided on a
proper time and place

3. When trying to resolve a conflict, the HHA

should

(A) Interrupt the other person if the HHA
might forget what she is going to say

(B) Sit back in the chair with her arms
crossed over her chest

(C) Take turns speaking

(D) Yell at the other person if it seems like
her point is not understood

4. When discussing conflict, the HHA should
(A) State how she feels when a behavior
occurs
(B) Name-call
(C) Not look the other person in the eye
(D) Keep the TV on to fill awkward silences
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5. To resolve a conflict, the HHA should be
prepared to
{(A) Compromise
(B) Quit
(C) Argue
(D) Interrupt

8. Identify guidelines for making job
changes

Fill in the Blank

1. The HHA should always give an employer
weeks’ writ-
ten notice that he will be leaving.

2. Potential future employers may talk with the |

HHA's past

3. If an HHA decides to change jobs, he
should be

9. List your state’s requirements for
maintaining certification

Short Answer

1. How many hours of in-service education are
required each year by your state?

2. How long is an absence from working
allowed, without retraining, in your state?

10. Describe continuing education for
home health aides

True or False

1. The federal government requires 20
hours of continuing education each
year.

2. __ Regulations regarding care can

change.

Name:
3. States require less continuing educa-
: tion than the federal government.
4. ____ In-service continuing education
courses help keep knowledge fresh.
Short Answer

5. List three of the responsibilities a home
health aide has regarding continuing
education.

11. Define stress and stressors and list
. examples

Short Answer

. What are some situations that make you experi-

. ence stress? How do you react when you are
. stressed?

e s e e W
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~ 13. Demonstrate two effective relaxation
. techniques
Short Answer

Try one of the relaxation techniques listed on
. page 415 of the textbook. Describe how you felt
 after the experience.

12. Explain ways to manage stress

Multiple Choice

1. Stress is a(n)
(A) Rare
(B} Physical and emotional
(C) Anti-inflammatory
(D) Antibody

2. When the heart beats fast in stressful situa-
tions, it can be a result of an increase of the
hormone
(A) Testosterone
(B) Estrogen
(C) Adrenaline
(D) Progesterone

3. A healthy lifestyle includes
(A) Eating when a person is not hungry to
calm down
(B) Exercising regularly
(C) Smoking a few cigarettes a week
(D) Complaining about a job

4. Which of the following is a sign that a per-
son is not managing stress?
(A) Preparing meals ahead of time
(B) Taking deep breaths and relaxing
(C) Feeling alert and positive
(D) Not being able to focus on work

5. Which of the following are appropriate peo-

ple for a home health aide to turn to for help

in managing stress?

(A) Clients

(B) Supervisors

(C) Clients’ family members
(D) Clients’ friends

response.

. 14. Describe how to develop a personal

stress management plan

‘ Short Answer

Write out your own personal stress manage-

ment plan. Be sure to include things like diet,
exercise, relaxation exercises, entertainment, etc.
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Caring for Yourself and Your Career

15. List five guidelines for managing time

Short Answer

List five guidelines for managing time.

16. Demonstrate an understanding of the
basics of money management

Short Answer

List five guidelines for managing money.

Name:

- 17. Demonstrate an understanding that
- money matters are emotional
Short Answer

When was the last time you wanted something
. you could not afford? How did it make you feel?
¢ What did you do?

8. List ways to remind yourself that
. your work is important, valuable, and
- meaningful
Short Answer

1. List five things that you have learned in this

course that have surprised or excited you.
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2. List five things that you are looking forward
to doing when you start working as a home
health aide.
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