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LESSON 1.1

YOUR INTERESTS AND VALUES
Reading Organizer

Directions: List your interests and values.
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LESSON 1.2

YOUR SKILLS AND APTITUDES
Reading Organizer

Directions:  List your skills and aptitudes.
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LESSON 1.3

YOUR PERSONALITY AND LEARNING STYLES
Reading Organizer

Directions: Describe your personality and list your learning styles.
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LESSON 2.2

HOW WORK IS CHANGING
Reading Organizer

Directions: Write details about how work is changing.

Economic Changes
global economy

Workplace Trends

Social Changes Technology Changes
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Define Your 
Needs or Wants

Analyze Your 
Resources

Identify Your 
Options

Gather 
Information

Evaluate Your 
Options

Make a Decision

Plan How to 
Reach Your Goal

Identify one specific decision that 
you need to make.

MAKING DECISIONS
Reading Organizer

Directions: Describe each of the seven steps of the decision-making process.

LESSON 4.1
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Understand what you need 
or want.

LESSON 4.2

CAREER STRATEGY
Reading Organizer

Directions: Write the seven steps to choosing a career.
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Co
py

ri
gh

t 
©

 b
y 

Th
e 

M
cG

ra
w

-H
ill

 C
om

pa
ni

es
, I

nc
. A

ll 
ri

gh
ts

 r
es

er
ve

d.
LESSON 5.1

HOW PLANNING HELPS
Reading Organizer

Directions: Write the four reasons why planning helps

Planning helps you 
manage your time.
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LESSON 7.2

PUTTING YOUR BEST FOOT FORWARD
Reading Organizer

Directions: Write four ways to prepare for an interview.

Be prepared to answer
questions.



Name: Date:
Co

py
ri

gh
t 

©
 b

y 
Th

e 
M

cG
ra

w
-H

ill
 C

om
pa

ni
es

, I
nc

. A
ll 

ri
gh

ts
 r

es
er

ve
d.

Fo
rm

s 
of

 P
ay

m
en

t

LESSON 8.1

W
O

R
K

P
LA

C
E 

EX
P

EC
TA

TI
O

N
S

R
ea

d
in

g 
O

rg
an

iz
er

D
ir

ec
ti

on
s:

 W
ri

te
 th

e 
de

fin
iti

on
s 

of
 e

ac
h 

of
 th

e 
te

rm
s. A
 fi

xe
d 

am
ou

nt
 o

f 
m

on
ey

 p
ai

d 
fo

r 
ea

ch
 

ho
ur

 w
or

ke
d

W
ag

es
M

in
im

um
 W

ag
e

O
ve

rt
im

e

Sa
la

ry
Co

m
m

is
si

on
B

en
ef

it
s



Name: Date:
Co

py
ri

gh
t 

©
 b

y 
Th

e 
M

cG
ra

w
-H

ill
 C

om
pa

ni
es

, I
nc

. A
ll 

ri
gh

ts
 r

es
er

ve
d.

Ti
ps

 f
or

 S
uc

ce
ed

in
g 

on
 t

he
 J

ob

LESSON 8.2

W
H

AT
 A

N
 E

M
P

LO
YE

R
 E

XP
EC

TS
 O

F 
YO

U
R

ea
d

in
g 

O
rg

an
iz

er

D
ir

ec
ti

on
s:

 L
is

t s
ix

 th
in

gs
 e

m
pl

oy
er

s 
ex

pe
ct

 e
m

pl
oy

ee
s 

to
 d

o 
on

 th
e 

jo
b.

Co
op

er
at

e.



Name: Date:
Co

py
ri

gh
t 

©
 b

y 
Th

e 
M

cG
ra

w
-H

ill
 C

om
pa

ni
es

, I
nc

. A
ll 

ri
gh

ts
 r

es
er

ve
d.

G
et

ti
ng

 A
lo

ng
 

W
it

h 
O

th
er

s

LESSON 9.1

B
U

IL
D

IN
G

 R
EL

AT
IO

N
S

H
IP

S
R

ea
d

in
g 

O
rg

an
iz

er

D
ir

ec
ti

on
s:

 W
ri

te
 s

ev
en

 p
oi

nt
er

s 
fo

r 
ge

tt
in

g 
al

on
g 

w
ith

 o
th

er
s.

Be
 fr

ie
nd

ly
.



Name: Date:
Co

py
ri

gh
t 

©
 b

y 
Th

e 
M

cG
ra

w
-H

ill
 C

om
pa

ni
es

, I
nc

. A
ll 

ri
gh

ts
 r

es
er

ve
d.

B
en

ef
it

s 
of

 
Te

am
w

or
k

TE
AM

W
O

R
K

R
ea

d
in

g 
O

rg
an

iz
er

D
ir

ec
ti

on
s:

 W
ri

te
 e

ig
ht

 b
en

ef
its

 o
f t

ea
m

w
or

k.

LESSON 9.2

Te
am

s g
et

 
m

or
e 

do
ne

.



Name: Date:
Co

py
ri

gh
t 

©
 b

y 
Th

e 
M

cG
ra

w
-H

ill
 C

om
pa

ni
es

, I
nc

. A
ll 

ri
gh

ts
 r

es
er

ve
d.

Guidelines for Writing
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 2.

 3.

 4.

 5.
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LESSON 10.1

GETTING YOUR MESSAGE ACROSS
Reading Organizer

Directions: Write five guidelines for writing.

Organize your writing. Make an outline first. 
Use headings and subheadings.
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How to Stay Healthy
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LESSON 11.1

IT’S YOUR HEALTH
Reading Organizer

Directions: Write four things you can do to stay healthy.

Protect your health by 
getting enough regular 
medical checkups and 
guarding against eating 
disorders and addictions.
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Respect your limits.

LESSON 11.2

MAKE SAFETY YOUR BUSINESS
Reading Organizer

Directions: Write three safety tips for any activity.
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Change Jobs
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LESSON 12.2

REEVALUATING YOUR GOALS
Reading Organizer

Directions: Write four reasons to change jobs.

You have decided to 
change your career plan.
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 Term Definition

Economics

Goods

Services

Produce

Distribute

The study of how people produce, 
distribute, and use goods and 
services

LESSON 13.1

THE FREE ENTERPRISE SYSTEM
Reading Organizer

Directions:  Fill in the second column with definitions for each term.
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Qualities of 
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LESSON 13.2

BEING YOUR OWN BOSS
Reading Organizer

Directions: Write four qualities that are common to entrepreneurs.

Motivation
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Smart Shopping 
Guidelines
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LESSON 14.2

YOU, THE CONSUMER
Reading Organizer

Directions: Write three ways to be a smart shopper.

Gather information.
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Tips for Being 
Present 
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LESSON 15.1

WORK ISN’T EVERYTHING!
Reading Organizer

Directions: Write three tips for being present.

Avoid interruptions.
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LESSON 15.2

GIVING SOMETHING BACK
Reading Organizer

Directions: Write three ways to be a good citizen.

Show respect for others.
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Reasons to Be 
Positive

Co
py

ri
gh

t 
©

 b
y 

Th
e 

M
cG

ra
w

-H
ill

 C
om

pa
ni

es
, I

nc
. A

ll 
ri

gh
ts

 r
es

er
ve

d.

LIFELONG LEARNING
Reading Organizer

Directions: Write three reasons to have a positive attitude.

LESSON 16.2

A positive attitude 
makes the future 
bright.


