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Introduction to Business
Lecture notes/study guide

Chapter 17 Your Career in Business
· What do college degrees unlock?
· Why should you get a degree?
· Why can a degree help you get and keep a better job?
· Will a degree help you earn more money?
· How does it help you get a good start in life?

17.1 Learn the Basics of Business
· What is one thing all careers have in common?
· How does an introductory business course help you?
· What does your major determine?
· Examples of jobs for marketing and accounting majors.
· Why should you never take selecting a major lightly?

17.2 Developing Interpersonal Skills is Key to Your Success
· Ways to enhance your interpersonal skills.
· How do you build your people skills?
· Why is knowing how to persuade others important?
· First step in persuading others.
· What is esprit de corps?
· What do they mean by “learn to think on your feet”?

Fun Self-Test—Can You Persuade Others? Rate your level of agreement with the statements below using the following scale: Strongly Agree Agree Neither Agree nor Disagree Disagree Strongly Disagree
1. I prefer to work in a team rather than individually.
2. I enjoy motivating others to help accomplish objectives.
3. I avoid working with difficult people or trying to resolve group differences.
4. I can learn more working in a team rather than working by myself.
5. I would prefer to work with individuals I have known previously.
6. I give up if my team members do not agree with me.
7. I may not always convince my team members to agree with my opinions, but I will go ahead and do what I feel is correct.
8. I think people who can persuade others always possess sound judgment.
9. I will do the work myself if others do not agree to do it.
10. To get the work done, I will listen to a person to understand how he/she wants it to be done.
11. I can get people to voluntarily make commitments and get the work done.3
See the scoring guidelines at the end of this chapter to obtain your score.

· Empower yourself, how do you do that?
· What is empowerment?
· Techniques to become politically savvy.
· How do you become a team builder?
· What is the first step in creating an effective team?
· Conflict: how do you handle it well?
· What is the K-I-N-D technique?

Fun Self-Test—Can You Play the Political Game? Rate your level of agreement with the statements below using the following scale: Strongly Agree Agree Neither Agree nor Disagree Disagree Strongly Disagree
1. To be successful, you should have a strong relationship with your boss and subordinates.
2. Office politics is not very challenging.
3. Tough people give you a tough time but also teach you tough lessons.
4. Networking and observation play a major role in being good at office politics.
5. There is no ethics or morals in office politics.
6. Corporate politics is not about the individuals; it is about the survival of the corporation.
7. Office politics is the only way; you gain real access to your boss’s ear.
8. Those who avoid being political at work may not move forward in their careers, may find themselves resentful and frustrated, and run the risk of being isolated.
9. If you do all of the work on a project, you won’t tell the boss because you don’t want your coworkers to get in trouble.
10. When faced with gossip and rumors, you prefer to be silent but aware.
11. To master office politics, you should seek a win-lose situation.
12. If a person in authority is out to get rid of you, a good tactic would be to establish allies and position yourself for another job in the company.
13. If you have made any significant contribution to a project, you always make sure that others know about it, which, in turn, adds to your reputation.4
See the scoring guidelines at the end of this chapter to obtain your score.

17.3 Make Your Future Happen: Learn to Plan
· Importance of planning.
· Define a plan.
· Steps in the planning process.
· What is a goal?
· How do you  gain an understanding of your goal? 
· What does it mean to compare alternatives?
· How do you choose a strategy?
· Making a commitment involves what?
· Why is it important to stay flexible?
· Interrelated phases of your life, how do you plan for them?
· What are the phases?
· Are dreams and plans the same thing?
· Difference between dreams and plans.
· How do you translate a dream into a goal?
· Without a plan, what happens to a dream?
· Planning involves a lot of ______________________.
· Do plans change over time?
· Why is planning considered a skill?
· When you plan you translate your goals and dreams into what?
· Do plans ever need to be revised?

17.4 Going to College Is an Opportunity of a Lifetime-Never Drop Out
· College skills, what are they?
· What is concentration? 
· Ways to enhance concentration.
· Time management.
· Two ways to better manage your time.
· How will a weekly project planner help manage time?
· Best ways to accomplish doing more in less time.
· What are some ways to master your time?

Fun Self-Test—How Well Do You Manage Your Time? Rate your level of agreement with the following statements using the scale below: Strongly Agree Agree Neither Agree nor Disagree Disagree Strongly Disagree
1. I rarely feel driven by the urgencies that come my way.
2. I keep a log of each activity to be performed in a day. I prioritize them accordingly.
3. I prioritize not by the importance of the work but by its nature.
4. I can manage my schedule without preparing a weekly plan that includes specific activities.
5. I always want to do all the work myself, thinking I can do it better than anyone else.
6. I plan my weekends with my family and friends.
7. I can delegate work to people so that the work gets done on time and the people feel they are a part of the team.
8. I allow time for the unexpected things I cannot control.
9. If something doesn’t happen as per my schedule, it doesn’t get done.
10. To accomplish a set of objectives doesn’t mean to avoid other unexpected problems.
11. I seldom work after office hours.
12. I would never work by hand if a machine could do it faster.
13. I feel it is easier and time-saving to try new ways of doing things.
14. I always find time to do what I want to do and what I should do.8
See the scoring guidelines at the end of this chapter to obtain your score.

· Different sources to obtain college money.
· What are grants and aid?
· Educational loans are subsidized by who?
· Work aid is what?
· How can you cut the costs of going to college?

Fun Self-Test—Are You Good at Managing Money? Rate your level of agreement with the following statements, using the scale below: Strongly Agree Agree Neither Agree nor Disagree Disagree Strongly Disagree
1. I eagerly wait for the day I get my paycheck, because my bank balance is generally below the minimum.
2. I have set my savings and spending priorities and have a budget.
3. When I go shopping, I don’t buy anything unless it is on sale or is required.
4. I can easily spend money when I am in school.
5. I can differentiate between what I want and what I truly need.
6. I always max out my credit cards.
7. I don’t need to plan for my child’s education because there will be plenty of government programs.
8. I don’t plan to open or have a savings account.
9. I was raised in a family where I always felt that money was quite tight.
10. Credit cards have been useful to me during times of emergency.
11. It is easy for me to resist buying on credit.9
See the scoring guidelines at the end of this chapter to obtain your score.

· Study skills, ways to do well in a subject.
· Why is completing assignments on time important?
· Best way to know what material to study.
· How are memory devices helpful?
· Type of memory devices.
· Define reciting.
· What is an acronym?
· How are mnemonic sentences, rhymes or jingles helpful?
· What does it mean to visualize?
· Rules to follow when taking a test so you will be more successful.

Fun Self-Test—Do You Have Good Study Habits? Answer “yes” or “no” to the following questions:
1. Do you usually spend too much time studying for the amount you are learning?
2. Do you spend hours cramming the night before an exam?
3. Do you find it easy to balance your social life with your study schedule?
4. Do you prefer to study with sound (TV or music) around you?
5. Can you sit for long periods and study for several hours without getting distracted?
6. Do you always borrow notes/materials from your friends before the exam?
7. Do you review your class notes periodically throughout the semester while preparing for tests?
8. Is it easy for you to recall what you studied at the beginning of the semester?
9. Do you need to change your reading/learning style in response to the difficulty level of the course?
10. Do you normally write your papers or prepare for your presentations the night before they are due?
11. Do you feel comfortable contacting the instructor and asking questions or for help whenever you need it?
12. Do you prefer to study lying on a bed or couch rather than sitting at a desk or table?10
See the scoring guidelines at the end of this chapter to obtain your score.

17.5 Get Your Career Off on the Right Track
· Positive thinking requires what?
· Positive behavior means what?
· Why are positive thinking and positive behavior deciding factors in landing top jobs?
· Steps to form the habit of positive thinking.
· How to better understand yourself?
· Two basic questions to ask.
· What does “Who Am I?” questions determine?
· The “What Can I Do?” question evaluates what?
· What is it the start of?
· Why is it a good idea to look at your leisure activities?

Fun Self-Test—Do You Have Good Study Habits? Answer “yes” or “no” to the following questions:
1. Do you usually spend too much time studying for the amount you are learning?
2. Do you spend hours cramming the night before an exam?
3. Do you find it easy to balance your social life with your study schedule?
4. Do you prefer to study with sound (TV or music) around you?
5. Can you sit for long periods and study for several hours without getting distracted?
6. Do you always borrow notes/materials from your friends before the exam?
7. Do you review your class notes periodically throughout the semester while preparing for tests?
8. Is it easy for you to recall what you studied at the beginning of the semester?
9. Do you need to change your reading/learning style in response to the difficulty level of the course?
10. [bookmark: _GoBack]Do you normally write your papers or prepare for your presentations the night before they are due?
11. Do you feel comfortable contacting the instructor and asking questions or for help whenever you need it?
12. Do you prefer to study lying on a bed or couch rather than sitting at a desk or table?10
See the scoring guidelines at the end of this chapter to obtain your score.

· Benefit of knowing what employers want.
· Job-specific skills refers to what?
· Transferable skills and attitudes that are most influential.
· Basic skill and attitudes that are important.
· Where to find jobs that fit your skill and desires.
· Where are most job searches done?
· How do you develop a resume to post online?
· What online website should you post the resume on?
· Describe multimedia resumes. 
· How do companies narrow down the pool of resumes?
· Applicant tracking systems (ATSs) screen for what?
· Tips for adding effective keywords to your resume.
· Job Interview, building your knowledge.
· Three areas to explore.
· What general information do you need to know about the occupational field?
· Prospective employer information, what kind?
· Specific job information includes what?
· Three parts of an interview. 
· What is the screening interview? 
· How does it take place?
· Interview tips to follow.
· What are considered “disqualifiers” at an interview?
· How do you determine the right job for you?
· What are FACTS?
· Tips that will make your first job a rewarding experience.
· Why is it important to listen and learn?
· What does the saying “Do unto others” mean?
· Why should you not start out as a maverick?
· What is a mentor and why are they beneficial?
· How can you improve your chances for promotion?
· Helpful tips for a promotion.

Fun Self-Test—Are You a Good Listener? Rate your level of agreement with the statements below using the following scale: Strongly Agree Agree Neither Agree nor Disagree Disagree Strongly Disagree
1. A person who takes time to ask for clarification about something that might be unclear is not a good listener.
2. While listening, I am distracted by the sounds around me.
3. I try to not only understand what is being said but also analyze the strength of any ideas that are being presented.
4. I ask questions, make observations, or give opinion when necessary for clarifications.
5. While I am listening, I avoid eye contact but am polite.
6. I am tempted to judge a person whether or not he or she is a good speaker.
7. I feel more comfortable when someone talks to me about a topic that I find interesting.
8. I always jot down key phrases/points that strike me as important points of concern that require a response.
9. My listening style varies from the speaker’s style of communication.
10. A good listener requires a good speaker.23
See the scoring guidelines at the end of this chapter to obtain your score.

17.6 Self-test Scoring Guidelines
· What should you do if your score on the “Can You Persuade Others?” self-test is low?
· If your score is low on “Are You Good at Office Politics?”, what should you do?
· When would it be beneficial to take a course on time management?
· Who should you meet with if you spend too much money?
· If your score on: “Do You Have Good Study Habits?” is low, what should you do?
· A score of 43 or lower on “How Assertive Are You?” means what?
· Ways to become a better listener.

Fun Self-Test: Can You Persuade Others?
For questions 1, 2, 4, 8, 10, and 11, use the following to calculate your score:
	Strongly Agree
	Agree
	Neither Agree nor Disagree
	Disagree
	Strongly Disagree

	2 points
	1 point
	0 points
	0 points
	0 points


For questions 3, 5, 6, 7, and 9 use the following to calculate your score:
	Strongly Agree
	Agree
	Neither Agree nor Disagree
	Disagree
	Strongly Disagree

	0 points
	0 points
	0 points
	4 points
	5 points


If your score is between 40 and 55, you have an excellent ability to persuade others. A score between 30 and 39 means you have reasonably good persuasion skills. However, you may need to improve your listening and communicating skills. A score below 30 means that you should consider reading a book or taking a short course on how to persuade others.

Fun Self-Test: Are You Good at Office Politics?
For questions 1, 3, 4, 7, 8, 10, 12, and 13, give yourself 1 point if you said “true.” For questions 2, 5, 6, 9, and 11, give yourself 1 point if you said “false.” If your score is 9 or below, you may be good at managing your work, but you need to improve your political skills. Being political means getting along with others in order to move them toward accomplishing a specific goal. If your score is low, consider reviewing the tips offered in the chapter on how to be an effective political player.
Fun Self-Test: How Well Do You Manage Your Time?
For questions 2, 6, 8, 9, 11, 13, 14, and 15, use the following to calculate your score:
	Strongly Disagree
	Disagree
	Neither Agree nor Disagree
	Agree
	Strongly Agree

	0 points
	0 points
	0 points
	4 points
	5 points



For questions 1, 3, 4, 5, 7, 10, and 12, use the following to calculate your score:
	Strongly Disagree
	Disagree
	Neither Agree nor Disagree
	Agree
	Strongly Agree

	5 points
	4 points
	0 points
	0 points
	0 points


If your score is 60 or higher, you have excellent time management skills. Congratulations—you use your time well! If your score is below 60, consider reading a book on time management, taking a course on time management, or investing in time-management tools such as a weekly project planner. The chapter has additional tips that may be useful in improving your time-management skills.
Fun Self-Test: Are You Good at Managing Money?
For questions 2, 3, 5, 6, 10, and 11, use the following to calculate your score:
	Strongly Disagree
	Disagree
	Neither Agree nor Disagree
	Agree
	Strongly Agree

	0 points
	0 points
	0 points
	4 points
	5 points


For questions 1, 4, 7, 8, and 9, use the following to calculate your score:
	Strongly Disagree
	Disagree
	Neither Agree nor Disagree
	Agree
	Strongly Agree

	5 points
	4 points
	0 points
	0 points
	0 points


If your score is 44 or higher, you are able to manage money while balancing your expenses and income. You will be ready to handle financial emergencies without turning to friends or relatives. If your score is between 36 and 43, your savings habits may be inconsistent. To achieve better savings, control your expenses and avoid unnecessary purchases. If your score is 35 or below, you spend too much! Remember: it’s a lot more painful to earn money than to spend it. You need to gain control of your finances by limiting your spending, paying off credit cards, or investing in a good personal finance book or course. You may also need to meet with a financial advisor to seek direction on your spending and saving habits.

Fun Self-Test: Do You Have Good Study Habits?
If you answered “yes” to questions 3, 5, 7, 8, and 11, give yourself 1 point for each answer.
If you answered “no” to questions 1, 2, 4, 6, 9, 10, and 12, give yourself 1 point for each answer.
If your score is 10 or above, congratulations! You have good study habits. If your score is below 10, read the tips offered in the chapter on improving your study skills. You may also meet with someone at your school to help maximize your study time.
Fun Self-Test: How Assertive Are You?
For questions 1, 3, 4, 7, 9, and 13, use the following to calculate your score:
	Strongly Agree
	Agree
	Neither Agree nor Disagree
	Disagree
	Strongly Disagree

	5 points
	4 points
	0 points
	0 points
	0 points


For questions 2, 5, 6, 8, 10, 11, and 12, use the following to calculate your score:
	Strongly Agree
	Agree
	Neither Agree nor Disagree
	Disagree
	Strongly Disagree

	0 points
	0 points
	0 points
	4 points
	5 points


If your score is 44 or higher, you stand up for your rights while showing respect for others. You quickly respond to unfair criticism. You should be able to fare well in office politics. If your score is 43 or lower, you may want to consider ways to become more comfortable communicating your ideas and opinions and managing your relationships with others.
Fun Self-Test: Are You a Good Listener?
For questions 3, 4, 8, and 9, use the following to calculate your score:
	Strongly Agree
	Agree
	Neither Agree nor Disagree
	Disagree
	Strongly Disagree

	5 points
	4 points
	0 points
	0 points
	0 points


For questions 1, 2, 5, 6, 7, and 10, use the following to calculate your score:
	Strongly Agree
	Agree
	Neither Agree nor Disagree
	Disagree
	Strongly Disagree

	0 points
	0 points
	0 points
	4 points
	5 points


Listening is an important communication skill that will help you succeed in your career. By becoming an effective listener, you gain respect from your colleagues, pick up insights and ideas on improving your job performance, and develop a skill that is important in managing others. If you have a score of 32 or above, then you are a good listener. If your score falls below 32, you need to improve your listening skills. Search the internet for articles and ideas on becoming a better listener, and begin practicing your new skills with your friends and coworkers.
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