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BCTYII

Mema ma 3ae60anns eusuenHs Oucyuniinu. (HOPMYBaHHS y ManOyTHIX
CHEIIaNICTIB 32 MPOQECIHHUM CIPSIMOBYBAHHIM 3 OONIKY 1 ayJUTy CHUCTEMHHX
3HaHb 3 KOHIIENTYaJIbHUX OCHOB 3 OOJIKY 1 ay/IUTy, CHCTEMH BHUIIOi €KOHOMIYHO1
OoCBITH Jjsi 3a0e3neueHHs 3HAWOMCTBAa CTYIEHTIB 3 OCOOJUBOCTSIMHU
MaitoyTHpoi  mpodecii. Jlatu  cTyneHTaMm  3arajlibHe ~ HOHATTSA  MPO
OyxrajatepchbKuil 00JIiK, HOro Micie 1 pojib B CUCTEM1 €KOHOMIUYHUX BiJIHOCHH,
O03HAWOMHUTH 3 MpaBaMu, O0OB'A3KaMu 1 BIAMOBIAAJBHICTIO MOCAAOBHX OCiO0,
K1 3AIACHIOIOTH BEIEHHS OOJIKy, 3 OCHOBHHMH BHMOTAaMH 0 Oprasizarii
OyXrajatepchbKoro o0JIiKy Ha MIJANPUEMCTBI, a TaKOXX 3 OCHOBAMH 3J1MCHEHHS
ayIUTOPCHKUX MEPEBIPOK.

[IpenMeToM BHBYEHHS KYpCy € opraHizaiis npogeciifHOi IiAroTOBKU
(daxiBIiB 3 OOJIKY 1 ayAuTy 3 ypaxyBaHHSM CBITOBHUX OCBITHIX TEHJCHIIIH.
OXOomie po3rifaa MIXKHAPOJIHUX OCBITHIX CTaHIApTIB s HpodeciiiHux
OyXxraJTepiB, OpraHizallil0 HaBYaJIbHOTO NPOILECY y BHUIIUX HaBYAIBHHUX
3aKiajax; XapaKTepUCTHKY JUCIUILIIH, $SKI BHUBYAIOTHCS CTyACHTAMH
CIIEL1aJILHOCT1 3 OOJIIKY 1 ayJauTy; MpoIlecy opraHizaiii caMocCTiiHOiI poOoTH
CTYZEHTa, TEOPETHYHI 1 MPaKTUYHI aCTIEKTH TJIaHYBaHHS Kap €pHOTO PO3BUTKY
1 mpoI1iecy NouryKy poOoTH.

[Tix yac BUBYEHHS TUCHUIUIIHU CTYACHTH ITOBUHHI:

v’ 03HaOMHUTHCS 3 ICTOPi€I0 BUHUKHEHHSI OyXTalITEPCHKOT0 O0JIIKY;

v/ 3aCBOITH OCHOBHI TEOPETUYHI MOHATTS OyXraaTepChbKOTo 00IIKY;

v/ BHBYHTH OCHOBHI ITOJIOXKEHHS JJOKYMEHTIB, [0 PErIAMEHTYIOTh OpraHi3allito

OyXxraiarepcbkoro o0iiKy B YKpaiHi;

v’ o3HafloMHUTHCS 3 IpaBamu, O0OB'SI3KaAMHU 1 BIiANOBINANLHICTIO MMOCAIOBUX
oci6 Oyxranrepii,
v/ HaBUMTHCS IUIaHYBaTH CBil Kap €pHHUI PO3BMTOK Ta OBOJIOJITH HAaBUKAMU

MOIITYKY pOOOTH, BUKOHIOYH CAMOCTIHHY POOOTY.



1. Module. Introduction to specialty
1.1. Content module 1. Accounting and audit: main otions, sphere of people
activity, domain of science
Theme 1

Accounting: The Language of Business

Accounting is the waybusiness people set goals, measure results, and
evaluate performance.

The basic purpose of accounting is to provide dmtignakers with
information useful in making economic decisions.

Accounting from a User’s Perspective
In order to use accounting information effectivelgu must understand:
* The nature of economic activities described in antiog reports.
* The assumptions and measurement techniques invatvéiie accounting
process.
* How to relate the accounting information to theisieo at hand.
Types of accounting information

Financial accounting refers to information describing financial resasc
obligations, and activities of an economy entity.

Management accountinginvolves the development and interpretation of
accounting information intended specifically to amhnagement in running the
business.

Tax accountingis not the preparation of an income tax returnrathertax
planning

At the heart of modern financial accounting is doeible-entry bookkeeping
system. This system involves making at least twinienfor every transaction: a
debit in one account, and a corresponding credithmther account. The sum of all
debits should always equal the sum of all cregitsyiding a simple way to check
for errors. This system was first used in medidwafope, although claims have
been made that the system dates back to AncieneRoiGreece.

Luca Pacioli is considered to be the “father” ofdmm accounting.
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Comprehension Check
1. Why people other than professional accountants fiberfeom an
understanding of accounting?
Why is it important to understand accounting infation?
What is accounting?
What is the purpose of accounting?
What is the input to the accounting process anatigut?
What is the difference between three types of atnog information?
Where did accounting appear?
Who is considered to be a “father” of accounting?

© © N o g A~ WD

What is the difference between the types of aceogmformation?

10.Why is profession of accountant important today?

Test yourself:

1. Almost everyone will benefit from a basic undetanding of accounting
terms and concepts. As this knowledge will enabléaém to: (Select the single
best answer.)

a. Become professional accountants.

b. Act in an ethical manner.

c. Better understand economic activities.

d. Prepare their own income tax returns.
2. The type of accounting information which involve the development and
interpretation of accounting information intended ecifically to aid
management in running the business is: (Select tlsngle best answer.)

a.Management accounting.

b. Financial accounting.

c. Tax accounting.

d. Responsibility accounting.
3. The purpose of accounting is: (Select the singbest answer.)

a. to collect, analyze and report all financiabimhation.

b. to express an expert opinion as to the fairoéfise statements.

c. to provide decision makers with information ukef making economic decisions.

d. to examine company's financial records.
4. What is the output to the accounting process? €&ct the single best answer.)

a. economic activity.

b. financial resources.

c. accounting information.

d. obligations and activities.



5. The “fairness” of the financial statements meanshat: (Indicate all correct
answers.)
a. financial statements are reliable.
b. financial statements include all useful inforimat
c. financial statements are complete.
d. financial statements conform to generally aaepiccounting principles.
6. Accounting is: (Indicate all correct answers.)
a. checking the accuracy of records.
b. simply the means by which we measure and desth# results of economic
activities.
c. the way business people set goals, measuretsesaihd evaluate
performance.
d. a "scorekeeping" process that is meant to kespral interested groups
informed of the financial condition of the firm.
7. Who has said: “a person should not go to sleeg aight until the debits
equaled the credits™? (Select the single best answe
a. Lucas Pacali.
b. John Gouge.
c. Marko Lane.
d. Luca Pacioli.
8. He is widely regarded as the "Father of Accountig": (Select the single best
answer.)
a. John Gouge.
b. Luca Pacioli.
c. Marko Lane.
d. Lucas Pacali.
9. The types of accounting information most widelyused in business
community: (Select the single best answer.)
a. Financial accounting, management accountingandccounting.
b. Financial accounting, responsibility accountmgl tax accounting.
c. Financial accounting, product cost accountind) r@sponsibility accounting.
d. Managerial accounting, responsibility accountimgpd product cost
accounting.
10. The type of accounting information which refergo information describing
financial resources, obligations, and activities odn economy entity is: (Select
the single best answer.)
a.Management accounting.
b. Financial accounting.
c. Tax accounting.
d. Responsibility accounting.
11. What is the input to the accounting process? €&ct the single best answer.)
a. economic activity.
b. financial resources.
c. accounting information.
d. obligations and activities.



Theme 2

Accountant Profession

Today a basic document which determines qualifyrequirements to
accountants is Reference Book of Professions Quadif Descriptions. Six
gualifying categories of accountants are determinet

- chief accountant

- an accountant with the specialist diploma

- an accountant without the specialist diploma
- accountant-inspector

- cashier

- bookkeeper.

On the basis of Reference Book of Professions Quadi Descriptions and
taking into account the requirements of currenislajon of Ukraine an employer
develops and asserts post instructions, taking @uoount concrete tasks and
duties, functions, rights and responsibility of wens of this groups and features of
staff timetable. Positions of Reference Book of f&sions Qualifying
Descriptions carry recommendation character (Ret&d3ook is not registered in
Ministry of Justices, and accordingly is not a native document), that is why an
owner has a right to estimate qualification of adate on position of accountant
himself.

Accountant has the following post rights: not t@em to implementation
and registration documents from operations whichates a current legislation and
set order of reception, putting on balance, stomgkuse of facilities, equipment,
financial and other values; to give to inferior doyees and office workers
commissions, task concerning the row of questiorduded in his functional
duties; to control the timely performance of objest and commissions by
inferior employees; to require and get necessavguhents which touch

accountant activity and others.



Comprehension Check

1) What document determines qualifying requiremen&ctmountants?

2) How many qualifying categories of accountants extstording to Reference
Book of Professions Qualifying Descriptions?

3) What tasks and duties do accountants of differardlitying categories
have?

4) What level of knowledge is required from accourgasftdifferent qualifying
categories by Reference Book of Professions Quiadjfipescriptions?

5) What duties do accountants have?

6) What rights are given to accountants?

Test yourself:

1. How many qualifying categories of accountants a&r determined in
Reference Book of Professions Qualifying Descriptis? (Select the single best
answer.)

a. Eight.

b. Seven.

c. Six.

d. Five.
2. Which qualifying category of accountant doesn’texist? (Select the single
best answer.)

a.an accountant without the specialist diploma.

b. main accountant.

C. accountant-inspector.

d. cashier.
3. Choose an accountant whose responsibility is Hoe&eeping service work
organization: (Select the single best answer.)

a.an accountant with the specialist diploma.

b. chief accountant.

C. accountant-inspector.

d. bookkeeper.
4. Choose an accountant whose responsibility psevious reports preparation?
(Select the single best answer.)

a.an accountant with the specialist diploma.

b. chief accountant.

C. accountant-inspector.

d. bookkeeper.
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5. Which responsibilities do cashier have? (Indicatall correct answers.)

a. Gives out receipts.

b. Writes expense cash warrants.

c. Prepares information and forms for calculatiperations.

d. Carries out operations concerned with receiaimngd giving money.
6. For which accountants knowledge of labor legisteon is necessary
according to Reference Book of Professions Qualifygy Descriptions?
(Indicate all correct answers.)

a.an accountant with the specialist diploma.

b. chief accountant.

C. accountant-inspector.

d. bookkeeper.
7. Which accountant should get high education in @ordance with Reference
Book of Professions Qualifying Descriptions? (Satethe single best answer.)

a.an accountant without the specialist diploma.

b. cashier.

C. accountant-inspector.

d. bookkeeper.
8. For which accountant there are no requirementsancerning length of work
in accordance with Reference Book of Professions @lifying Descriptions?
(Indicate all correct answers.)

a.an accountant without the specialist diploma.

b. cashier.

C. accountant-inspector.

d. bookkeeper.
9. Which rights do accountants have according to Usor Code of Ukraine?
(Indicate all correct answers.)

a. right for rest.

b. right to work which he freely chooses and onchtgonsents.

c. right for financial help in the case of illnemspartial loss of capacity.

d. right on an address to the court at the decisidabor disputes.

11



Theme 3
International Education Standards for ProfessionalAccountants

International Education Standards (IESs) express lhkenchmarks that
member bodies are expected to meet in the preparatid continual development
of professional accountants. The IESs establish etbgential elements of the
content and process of education and developmeat lavel that is aimed at
gaining international recognition, acceptance grlieation.

International Education Standards prescribe thenieg and development
requirements of professional accountants undefotlmving IESs:

IES 1, Entry Requirements to a Program of Profesdidccounting Education;
IES 2, Content of Professional Accounting EducaRoograms;
IES 3, Professional Skills and General Education;
IES 4, Professional Values, Ethics and Attitudes;
IES 5, Practical Experience Requirements;
IES 6, Assessment of Professional Capabilities@Gompetence;
IES 7, Continuing Professional Development: A Pamgrof Lifelong Learning
and Continuing Development of Professional Compmeteand
IES 8, Competence Requirements for Audit Profeaksion
The skills professional accountants require areged under five main headings:
* intellectual skills;
» technical and functional skills;
» personal skills;
* interpersonal and communication skills; and
» organizational and business management skills.

Professional values, ethics and attitudes affeztvibrk of all professional

accountants. So, proper ethical behavior is as fitapbas technical competence.

Comprehension Check

1) What is the International Federation of Accountants

2) What is the mission of the International FederatbAccountants?

3) Which skills are important for professional accaunts?

4) Explain the importance of intellectual skills am@ tmean of each level they
are divided in?

5) Explain the other groups of professional skills ahdw their importance in
accountant’s education.

6) Why is it important to continue professional deyefent?

12



Test yourself:

1. What organization serve the public interest, sengthen the accountancy
profession worldwide and contribute to the developmnt of international
economies? (Select the single best answer.)

a. International Federation of Accountants.

b. International Federation of Auditors.

c. International Federation of Accountants and fardi

d. International Federation of Business People.
2. The skills which professional accountants requé are: (Indicate all correct
answers.)

a. interpersonal and communication skills.

b. technical and functional skills.

c. personal and intellectual skills.

d. organizational and business management skills.
3. Knowledge, understanding, application, analysissynthesis and evaluation
are: (Select the single best answer.)

a. intellectual skills.

b. personal skills.

c. functional skills.

d. business management skills.
4. Which skills enable a professional accountant taork with others for the
common good of the organization, receive and transiminformation, form
reasoned judgments and make decisions effectively®elect the single best
answer.)

a. technical and functional skills.

b. personal skills.

c. intellectual skills.

d. interpersonal and communication skills.

5. Why are organizational and business managemenkis so important?
(Indicate all correct answers.)
a. Professional accountants are being asked togphagre active part in the day-
to-day management of organizations.
b. Managers don’t understand financial reports.
c. Owners of many companies don'’t trust their managny more.
d. While previously their role might have been teal to providing the data that
would be used by others, today, professional adenis are often part of the
decision-making team.

13



Theme 4
AUDIT: an Independent Expert Opinion as to the Faimess of the

Financial Statements

An audit is an investigation of a company’s finah@tatements, designed to
determine the “fairness” of the statements. Accanitst and auditors use the term
fair in describing financial statement which arbatde and complete, conform to
generally accepted accounting principles, and atenmmsleading.

Auditor’s professional opinion as to the fairne$she financial statements
Is called auditors’ report.

Auditors do not guarantee the accuracy of finanstatements; they only
express their expert opinion as to the fairnegsh@ttatements.

Types of Audit
1. Audit of Financial Statements

The purpose of this audit is to provide people idetshe organization with
an independent expert’s opinion as to whetherittential statements constitute a
fair presentation.

For the auditors’ opinion to have credibility, howee, the independent
auditors must: 1) be independent of the companyngsthe statements and of its
management; 2) have the sound basis for their apini
2. Operational Auditing

An operational audit focuses upon the efficiencyl a&ffectiveness of an
operating unit within the organization. An operatib audit involves studying,
testing, and evaluating the operating procedurdssgstem of international control
relating to a specific unit within a larger orgaation. The subject of the
operational audit might be the accounting departitée purchasing department,
a brunch of office, or any other subunit within tt@mpany. The purpose of the
audit is to make recommendations to managemeniriproving the operational

efficiency of the department under study.

14



Comprehension Check

1) What is auditing?

2) What is the difference between the types of augitin

3) What is an auditors’ report?

4) Who are certified public accountants?

5) What is the purpose of audit?

6) What are the main types of audit?

7) Show the difference between operational auditing) the audit of financial
statements.

8) What is the purpose of operational auditing and aleit of financial
statements?

9) What are the main features of an independent a@dito

Test yourself:

1. For the auditors’ opinion to have credibility the independent auditors must:
(Indicate all correct answers.)

a. be wise and patient.

b. have enough knowledge.

c. be independent of the company issuing the s&ttand of its management.

d. have the sound basis for their opinion.
2. What are the main types of audit? (Select thersjle best answer.)

a. Audit of financial statements and operationalitag.

b. Professional and independent audit.

c. Efficient and effective.

d. Reliable and complete.
3. The purpose of this audit is to provide peopleutside the organization with
an independent expert's opinion as to whether theirfancial statements
constitute a fair presentation. (Select the singleest answer.)

a. Operational auditing.

b. Professional audit.

c. Audit of financial statements.

d. Independent audit.
4. Professional opinion as to the fairness of thenbncial statements is called:
(Select the single best answer.)

a. auditors’ opinion.

b. financial report.

c. auditors’ report.

d. auditors’ statement.
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5. What is the purpose of operational audit? (Seléthe single best answer.)
a. to provide people outside the organization vath independent expert's
opinion as to whether the financial statements tiioihes a fair presentation.
b. to make recommendations to management for innpgothe operational
efficiency of the department under study.
c. to collect, analyze, and report financial imhation.
d. to allocate costs to the various products nigcke firm.
6. An operational audit involves: (Select the singlbest answer.)
a. testing the operating procedures and systantarhational control relating to
a specific unit within a larger organization.
b. analyzing and evaluating the operating procesland system of international
control relating to a specific unit within a largeganization.
c. checking and studying the operating procedunessystem of international
control relating to a specific unit within a largeganization.
d. studying, testing, and evaluating the operapngcedures and system of
international control relating to a specific unithin a larger organization.
7. Audit of the company’s financial statements is @rformed by: (Select the
single best answer.)
a. accounts, who work in the company.
b. a firm of certified public accountants.
c. managers of the company.
d. specialists, who don’t work in the company.
8. What is audit? (Indicate all correct answers.)
a. an investigation of a company’s financial staats, designed to determine
the “fairness” of the statements.
b. an accountant's examination of a company'siéiaarecords to determine if
it used proper procedures to prepare its finameg@orts.
c. the way business people set goals, measuréstesd evaluate performance.
d. checking the accuracy of records.
9. What does an operational audit focus upon? (Selethe single best answey.
a. the independence of an operating unit withenafganization.
b. the professionalism and independence of an tipgrainit within the
organization.
c. the efficiency and effectiveness of an opegatinit within the organization.
d. the independence and effectiveness of an opgratinit within the
organization.
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1.2. Content module 2. Specialists in Accounting @maudit domains

preparation and their carree development
Theme 5
Taxation

A tax can be defined simply as a payment to sughertost of government.

A taxpayer is any person or organization requirgdaw to pay a tax to a
governmental authority.

A tax differs from a fine or penalty imposed by @a/grnment because a tax
Is not intended to deter or punish unacceptable behavi

Taxes are usually characterized by reference toliase.

A tax base is an item, occurrence, transactioraabivity with respect to
which a tax is levied.

Tax bases are usually expressed in monetary terms.

The grivna amount of a tax is calculated by miyjing the base by a tax
rate, which is usually expressed as a percentdgs.rélationship is expressed by
the following formula:

Tax (T) = rate (r) * base (B)

A single percentage that applies to the entirdése is described aflat rate.

Many types of taxes usegaaduated rate structure consisting of multiple
percentages that apply to specified portiongracketsof the tax base.

The termrevenue refers to the total tax collected by the governtreamd
available for public use. Note that in the equaflen*B, the tax is a function of
both the rate and the base. This mathematic rakttip suggest that governments
can augment revenues by increasing either of ttvaserariables in the design of
their tax systems.

There are two types of taxes: local taxes and &ags.

Local governments are heavily dependent on reapgrtp taxes and
personal property taxes, which are frequently reteto as ad valorem taxes.

Government rely in almost equal measure on sakes t@and income taxes as
major sources of funds.
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Comprehension Check
1) Give the definition of the following terms: taxxfaayer, tax base, rate.
2) Show the relationship between base, rate and revenu
3) Explain the meaning of local taxes.
4) What is the difference between personal and regidesty taxes?
5) What are the major sources of funds of the statig&t?
6) Give the examples of local and state taxes.

Test yourself:

1. Local Taxes in Ukraine are: (Indicate all corret answers.)
a. Advertising tax.
b. Hotel fees.
c. Consumer market duty.
d. Personal income tax.
2. A tax can be defined simply as: (Select the silegoest answer.)
a. A payment to support the cost of government.
b. A payment to support the cost of a firm.
c. A payment to be unnecessary to pay.
d. A payment to support the cost of people.
3. Import and export duties are: (Select the singleest answer.)
a. Local taxes.
b. State taxes.
c. General taxes.
d. City taxes.
4. Real property taxesare based on: (Select the single best answer.)
a. the market value of the property.
b. the value of the asset subject to the tax.
c. the real value of the property.
d. the historical value of the property.
5. A taxpayer is (Select the single best answer.)
a. any person required by law to pay a tax to @gowental authority.
b. any person or organization required by law tp g&ax to a governmental
authority.
C. any person or organization required by law tp g &ax.
d. any organization required by law to pay a ta& governmental authority.
6. Personal property taxesare based onSelect the single best answer.)
a. the market value of the property.
b. the value of the asset subject to the tax.
c. the real value of the property.
d. the historical value of the property.
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Theme 6

Analysis of economic activity

Economic analysis is a scientific method of ecomomhenomena and
processes essence cognition, which is based odimgvithem into parts and
learning their relationship and dependency.

Results of enterprise economic activity is an dbgéeeconomic analysis as
a science, and causal relationships and dependgnegonomic phenomena and
processes, which form the results of an enterpaigerity, are the subject of
economic analysis.

Economic analysis enables significant improvemdnalbeconomic work
level, makes it a serious stimulus of scientifid aachnical progress, and helps to
increase production effectiveness by giving a folgyi to evaluate the work of an
enterprise correctly and to find out the reasonsroblems and existing reserves.

As a science and a separate discipline economigsasmavas formed in the
beginning of the XX century on the base of accagntirfugan-Baranovskij played
a very important role in economic analysis formatio

Main tasks of economic analysis are the followiobjective estimation of
enterprise and its subdivisions work by comparesuits and plan; objective and
subjective, external and internal factors impaciaonlyzed factors discovery and
causal relations learning; external and internabrcial and operational risks
estimation and mechanism of their management dpwedat; searching for
existing reserves of production effectiveness iasirgy; concrete actions on found
out reserves processing and their control execugeneralization analysis results
for taking rational managerial decisions.

Economic analysis use the following main econonaitegories: resources,
factors, reasons, reserves, financial result, tiegulfactor, model, percent,

discounts, capital, liabilities, cash flow etc.
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Comprehension Check

1) What is economic analysis?

2) Why is economic analysis an important part of gurise activity?

3) When did economic analysis appear as a sciencewdwmch famous
Ukrainian economist has played an important rolésiformation?

4) How many periods can be selected in economic asatevelopment
and what are their frameworks?

5) What were the reason of economic analysis appearand the features
of its further development?

6) Identify main tasks of economic analysis?

7) What is economic analysis goal?

8) Clarify main categories of economic analysis?

Test yourself:

1. Scientific method of economic phenomena and presses essence cognition,
which is based on dividing them into parts and learing their relationship and
dependency is called: (Select the single best answe

a. mathematic modeling.

b. economic analysis.

C. accounting.

d. management analysis.
2. What is the object of economic analysis? (Seldbte single best answer.)

a. Management information.

b. Enterprise bills

c. Results of enterprise economic activity.

d. Accounting information.
3. In which ways do economic analysis help futurepgcialists? (Indicate all
correct answers.)

a. to solve complex economic problems of enterprise

b. to estimate separate economic operations.

c. to get higher salary.

d. to solve complex economic problems of banksyrfaial and state

Institutions.

4. When did economic analysis appear? (Select thiagle best answer.)

a. in the beginning of the XIX century.

b. in the beginning of the XX century.

c. in the beginning of the XXI century.

d. in the beginning of the XVIII century.
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5. What is the base of economic analysis ? (Seléw single best answer.)
a. accounting.
b. bookkeeping.
C. management
d. mathematics.
6. Into how many periods is the history of economi@nalysis development
divided? (Select the single best answer.)
a. five.
b. four.
C. three.
d. two.
7. Which are the main categories of economic anaig® (Indicate all correct
answers.)
a. resources.
b. factors.
c. balance.
d. reasons.
8. What are the tasks of economic analysis? (Selébe single best answer.)
a. Objective estimation of enterprise and its suibdins work by comparing
results and plan.
b. Objective and subjective, external and intefaetiors impact on analyzed
factors discovery and causal relations learning.
c. External and internal financial and operatiarels estimation and
mechanism of their management development.
d. All answers are correct.
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Theme 7

Career Development and Job Search Process

Career developmentis a process involving the movement from one $et o
career activities to another. In the most comprsivenand integrated form, this
process involvesfour major steps, each with specific characteristics and
activities:

1. Self assessment
2. Career exploring
3. Skills developing
4. Implementing the job search steps
Job Search Steps
1) Investigate stage
2) Writing stage
3) Employer contact stage
Job Search Steps
Step 1 A self assessment
Step 2:Job Search Process
Step 3Decision-making
Step 4 Networks & Contacts
Step 5 Work
Step 6 Life Work Planning
Vocational types
Realistic
I nvestigative
Artistic
Social

Enterprising

S o A

Conventional
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Comprehension Check
1) What does career development process involve?
2) What are the main stages of career developmenéps8c
3) What are the job search steps?

4) What are the main vocational types?

Test yourself:

1. Career development is: (Select the single bestsaver.)
a. a process involving the choice of profession.
b. a process involving the movement from one setoder activities to another.
C. a process of constant studying.
d. a process involving the movement from universtthe firm.
2. Career development process involves the followgnsteps: (Select the single
best answer.)
a. assessing; exploring career; developing skipjementing the job search
steps.
b. career research; job interviews; assessing sagxploring objectives.
C. assessing; job interviews; assessing valuesemgnting the job search
steps.
d. assessing values; exploring objectives; devetpgkills; job interviews
3. Career development process involves: (Select temgle best answer.)
a. three steps.
b. four steps.
c. five steps.
d. six steps.
4. Choose the main vocational types: (Indicate atlorrect answers.)
a. realistic and artistic
b. investigative and conventional.
c. practical and thrifty
d. social and enterprising
5. Personal property taxesare based on{Select the single best answer.)
a. the market value of the property.
b. the value of the asset subject to the tax.
c. the real value of the property.
d. the historical value of the property.
6. Choose the main vocational types (Indicate alberect answers.)
a. realistic and artistic
b. investigative and conventional.
c. practical and thrifty.
d. social and enterprising.
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Theme 8

Specialists in Accounting and Audit Domains Preparon in
KNAME

As a result of mastering by the students of knogdgednd abilities in
disciplines, which are plugged into curriculum, afehe following qualifications
can be appropriated:

- bachelor in accounting and audit;

- bachelor in accounting and audit with knowledgéooéign language;

- bachelor in accounting and audit — teacher of exgno

The taken budget of time curriculum of bachelotgraflirection 6.030509
»<Accounting and audit” makes 199 weeks, including

- theoretical teaching — 137 weeks;

- examinations — 21 week;

- practice — 12 weeks;

- state attestation — 3 weeks;

- vacations — 26 weeks.

Four types of practices are included into curriculu

- acquainting — 3 weeks;

- computer — 3 weeks;

- technological from accounting — 3 weeks;

- complex training on an enterprise (a 12 trimested)weeks.

Curriculum of bachelor after direction 6.030509 gAanting and audit”
preparation includes normative and selective edutalt disciplines, and three
cycles:

cycle of humanitarian preparation;

cycle of natural-scientific and general economiegaration;

cycle of professional preparation.
For providing a high level of learning-methodolagievork, complete and
deep mastering by the students of knowledge anlkitiedi the complex of the
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scientific-methodical providing of disciplines ieated for every discipline, that is
laid out.

While preparing to edition informative providing dlisciplines teachers
make an electronic variant of lectures compendium, textbook, manual or
methodical pointing, which is passed in Center @&ching controlled from
distance for its introduction to the corporate ratwof Academy for the common
use, and it is also saved at ,Accounting and aaepartment.

System of testing is the basic form of current medwntrol, that includes
an aggregate of test standardizing tasks (tésipened and closed form#f)at are
used as diagnostic material for definite level afu@ational achievements
evaluation.

The following formsof educational-professional preparation qualitytomn
are also used in KNAME: diploma works, tepapers, practices reports, control
tasks (works), discussions, disputes, lectures,logaums, consultations,
guestioning, Olympiads, seminars, abstracts, modaigentific developments,
testing.

Term paper is an independent scientific and practical reseastich
enables to estimate quality of student knowledge lais ability to apply it in
practice.

Diploma work implementation is a final qualifyingovk which enables to
expose student level of theoretical knowledge aiadtjcal preparation mastering,
capacity for independent work in select profesdidiraction. As a result of diploma
work state attestation is carried out.

Diploma work implementation is a summarizing praceeghich enables
future specialist in accounting and audit to pugetber acquired theoretical
knowledge with practical skills and express owrestific persuasions. Diploma
work is the result of study of whole complex of edtional disciplines.

A student must confirm the level of general thaorahd special preparation.

Diploma work is attestation qualifying work and the basis of its defense
State Examination Commission decides a questiorutabppropriation to its
author qualification of «specialist in accountimglaudit» and delivery of diploma.
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2.3ABJAHHS IO CAMOCTIMHOI POBOTH

1. Po3poOka miaHy Kap' €pHOTO PO3BUTKY
3aBnaHHA: MpoaHaTI3yBaTh CBOI 3M10HOCTI, HaBWKH, YIMOJOOAHHS Ta BU3HAYHUTU
TUIN CBOET OCOOMCTOCTI 1, BIAMOBITHO J0 HBOT'O, BU3HAYUTHUCH 3 Mpodeciero, 1o
HaWOIbIIe MAXOIUTh; PO3POOUTH TUIAH Kap' €pHOTO PO3BUTKY. [Ipu BUKOHAHHI
3aBJIaHHS 3alIOBHUTH (OPMU HaBelEeH1 B JoaaTKy 1.

2. Hanucanns pe3tome
3aBnanHsA: OGOPMHUTH TIUIAH Kap' €PHOTO PO3BUTKY Y BHIJISAI  PE3lOME,
KOPHUCTYIOUHCH MPUKJIaIaMy, HABEJACHUMH B JOJATKY 2.

3. Hamucanns ece «Mos maiiOyTHs ripodecisi: Bi Mpii 10 peaabHOCTI»
3aBnaHHSA: OMPAIIOBATH PEKOMEHIOBAHY JIITEPATypy Ta BUKIACTH PO3TYMH IIOIO
MaiOyTHBOI Tipodecii y BUIJISAAI €ce, BHUKOPUCTOBYIOUM PEKOMEHJAIll 0

HaIMCaHHA ece (HoaaTok 3).
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3. PEKOMEH/IOBAHA JIITEPATYPA

OcHoOBHa:

1. 3axon Yxpainu “Ilpo Oyxrantepcbkuii oOmiK 1 (piHAHCOBY 3BITHICTH BIJ
16.07.99\e 996.
. 3axon Yxpainu “Ilpo aynuropcbky AisuibHIicTh” Bin 22.04.93Ne 3125XI11.
. 3axon Yxpainu “IIpo onojgatkyBaHHs npuOyTKy mignpuemMcts” Bijg 22.05.97
Ne 283/97BP.

. 3axon Yxpainu “IIpo cucremy onogatkyBanus” Big 18.02.97Ne 77/97.

. Kazanosa M. Ilpodecis «byxranrep». —X.: dakrtop, 2008. — 192.

Jlens B. C., Hexait B. A. O6mik 1 aynut. Beryn no daxy: Hasd. moci6. —K.:

Hentp yuboBoi miteparypu, 2009. — 25@.

7. Financial management: concepts and aplications/eRarK. S. Rao. — 3 rd
ed. — Cincinnati, Ohio — South-Western CoollegeliBhimg, 1995

8. Principles of taxation for business and investnpamnning/ Jones, Sally M.
— The McGraw-Hill Companies, USA, 1998

9. Understanding financial statements/ Lyn M. Fragéleen Ormiston. — 8
ed. — Upper Saddle River, New Jersey — Prenticé-Hz208

10.nternational educational standards for professi@taountants (available
from http://www.ifac.org

11 KoHcnekT JeKiid 3 JIUCHUIUTIHKM ,BBeaeHHS y CHemiaylbHICTh IS
cryaeHTiB Hampsmy 6.030509 (6nik Ta aynmut’ 1 kypcy AeHHOI ¢dopmu
HaBYaHHS (QHTJIIHCHKOIO MOBOIO)

12 MetoanuH1 BKa31BKHU JUII CAMOCTIMHOIO BUBYEHHS HABYAIBbHOI JUCIIMILIIHA
»BBEJEHHS y CHEIAIbHICTh JJIs cTyJAeHTIB Hanpsamy 6.030509 6mik Tta
aynut” 1 kypcy neHHOi (hopMHU HaBYaHHS (QHTITICEKOI0 MOBOIO)

W N

SNGEN

JlonaTkoBa:
13.benyxa H. T. Aynut: Yuebuuk. — K.: 3nanue, 2000.
14 byxeanmepcokuti 06nik Ta (piHaHCcOBa 3BITHICTH B YKpaiHi: HaBu.-mpaxr.
noci6. / 3a pen. C. ®@. 'onoBa. — [Ininpomnerposcrk: bananc-Kiy6, 2000.
15.hyxeanmepcoruti pinancosuii oomk: Ilinpyunuk / 3a pen. mpod. d. O.
bytunis. — 3-re Bua., nepepoo. 1 gorn. — Kutomup: XKITI, 2001.

16.Bactoma-bepxym O. I, lllenimvko I'. ®., Pomawescoxa H. O. Teopis
oyxranrepcbkoro oo0uiky: Hasu. moci6. / 3a 3ar. pea. B. b. 3axoxas. — K.:
MAVTII, 2001.

17 Bepouyxas JI. B. Teopus 6yxrantepckoro yueta. — K.: MAVII, 2000.

187 onos C. @., Kocmiwouenko B. M. Byxrantepcbkuii 001K 32 MI>KHAPOIHUMHU
CTaHIapTaMu: npukiaau ta komenrapi. — K.: Jliopa, 2001.

19.3aseopoonuii B. Il. Byxrantepckuii yuer B YkpauHe (C HCIIOIB30BaHHEM
HAIIMOHAJIBHBIX CTAaHAApTOB): YueO. mocodue st By30B. — 5¢ u3g. — K.
A.C.K., 2001.

20 Kyocenonuti M. B., Jlinuxk B. I. Teopis OyxraaTepchbKoro OOIIKY:
[Timpyunuk. — K.: Bun-sBo KHEY, 2001.
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21 Ky3omuncokui A. M., Kysomuncokuui FO. A. Teopis OyXrairepchbKoro
o6iky. — K.: Bce nipo Oyxranrepcbkuii 06k, 1999.

22 Jlyuko M. P., Ocman’rok M. A. Ictopis o6aiky: CBIT Ta YKpaiHa, NOTJIsI
Kpi3b poku. — TepHonuib: 3openaza, 1998.

231lapxomenxko B. M., bapanyes II. II. PedopmyBaHHS OyXraJTepChbKOTo
001iky B Ykpaini. — JIyrancek, 2000.

24 Cobro B. B. byxrantepcbkuii o6sik: Hapu. moci6. — K.: Bua-so KHEY,
2000.

25.Cokonos A. B. Byxrantepckuil y4eT: OT MCTOKOB J0 Hamux AHEH: Yueo.
nocob6ue 11 By3oB. — M.: JOHUTU, 1996.

26.Cokonos A. B. Ouepku mo uctopuu OyXraiarepckoro ydera. — M.:
dunaHce! U ctatuctrka, 1991.

27 .Tkauenko H. M. Byxranrepcbkuil (iHAHCOBHM OOJIIK Ha MIAIPUEMCTBAX
VYkpainu. — 5-te Bug. — K.: A. C. K., 2000.
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Understanding Career Tastes and Interests

Homatok 4.1

(momomizkHi MaTepianu A5 po3poOKH IUIAHY Kap €PHOT0 PO3BHTKY)

Step 1.1 My Pride List

Step 1.Self assessment

Age

Education

Work

Family

Leisure

5-15

16-25

26-35

36-45

45+
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Step 1.2.Personality Checklist

You will notice that the checklist is divided ingix sections with similar personality clusters.
You will learn more about these clusters in thelieamn Interests. Read your stories and scan
the checklist. Put a check to show each charatitetieat applies to you from each of the stories.
Add to the list other characteristics describingi.yGheck with your friends and/or family. Do

they see you as you see yourself?
Personality & Characteristics Story Total
Section R 1/2(3|4|5|6]|7
Athletic
Conforming
Down-to-earth
Frank
Persistent
Practical
Rugged
Self-reliant
Stable

Section R Totals
Section | 1/2(3|4|5|6]|7
Analytical
Calm
Confident
Curious
Independent
Intellectual
Inventive
Logical
Precise
Section | Totals
Section A 1/2(3|4|5|[6]|7
Creative
Emotional
Expressive
Flexible
Idealistic
Imaginative
Impulsive
Intuitive
Original
Section A Totals
Section S 1/2(3|4|5|[6]|7
Co-operative
Empathetic
Friendly
Helpful
Insightful

Kind

Sensitive
Tactful
Understanding
Section S Totals
Section E 1(2|3(4|5|6|7
Adventurous
Ambitious
Assertive
Competitive
Driving
Energetic
Enthusiastic
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Persuasive
Powerful
Section E Totals
Section C 112|3|4|5|6|7
Accurate
Careful
Dependable
Detailed
Efficient
Orderly
Organized
Persistent
Thorough
Section C Totals
Insert your own descriptive words 112|3|4|5|6]|7

Congratulations on assessing your personality d&adacteristics! Go back and review this list
again. Circle or highlight the top 5 characterwsti€his information will be helpful when you get
to the section on Interests in Step 1.5.
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Step 1.3Understanding Your Values

) » This exercise will help you to clarify your values
/ » This process will take 15-30 minutes

As with the previous section, you will notice thihe checklist is divided into six sections with
similar values clusters. You will learn more abthése clusters in the section on Interests. Read
your pride stories and scan the checklist. Puteglcho show each value that applies to you. Add

to the list other values that describe you.
Values Clarification Story Total
Section R 1/2]|3|4|5|6|7
Be able to move around in my work
Do hands-on work

Meet clear standards

See the results of my work

Work outdoors

Section R Totals

Section | 1/2]|3|4|5|6|7
Be able to structure my own work

Be recognized for my knowledge

Contribute new learning to a field

Demonstrate high degrees of skill

Engage in complex questions & demanding tasks
Section | Totals

Section A 1/2]|3|4|5|6|7
Be able to write or present ideas

Be free to express my uniqueness

Be involved in studying or creating beauty
Create new ideas, programs or structures
Have personal control over my life & lifestyle
Section A Totals

Section S 1/2]|3|4|5|6|7
Be involved in helping others directly
Contribute to the betterment of the world
Feel that my work is making a difference
Have opportunities for self-development
Work with others toward common goals
Section S Totals

Section E 1/2]|3|4|5|6|7
Be able to get ahead rapidly

Be in a position to change opinions

Have a high standard of living

Have the power to influence others’ activities
Impress others, have respect & status
Section E Totals

Section C 1/2]|3|4|5|6|7
Carry out responsibilities and meet requirements
Complete work where attention to detail is required
Do work where employment is secure

Do work where tasks are clear

Have regular hours and predictable work

Section C Totals

Insert additional values 1/2]|3|4|5|6|7

Congratulations on clarifying your values! Highltghe top 5 values that are most important for
you. This information will be helpful when you getthe section on Interests.
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Step 1.4 Analysing Your Skills
As with the previous sections, you will notice thhée checklist is divided into six sections wittmaar skills
clusters. You will learn more about these clusterthe section on Interests. Read your pride esoaind scan the
checklist. Put a check to show each skill that yeed in the story. Check key words that standmyoti.
Skills Analysis Story Total
Section R 1/2]|3|4|5|6|7
Be athletic or use physical coordination & agility
Build or construct things or structures

Do skilled crafts or use hand coordination withl$oo
Operate vehicles, machines or electronic equipment
Repair or set up machines or equipment

Work with earth and nature

Section R Totals

Section | 1/2]|3|4|5|6|7
Analyse, use logic, problem solve, examine or @ass
Conceive, adapt, develop, hypothesize or discover
Evaluate, assess, test, appraise, diagnose onreaso
Observe, reflect, study or notice

Research, investigate, read or interview
Synthesize, integrate, unify or conceptualize ideas
Section | Totals

Section A 1/2]|3|4|5|6|7
Entertain, perform, amuse, sing, dance or act
Perceive intuitively, sense, show insight or hasesight
Use artistic ability, photograph, decorate, paimnsaulpt
Use creativity, visualize, imagine, brainstorm esign
Use musical ability, sing, compose or play instrotae
Write, edit, translate, interpret or critique words
Section A Totals

Section S 1/2]|3|4|5|6|7
Care, treat, heal, nurse, minister to or rehabdlitahers
Counsel, empower, coach, guide or listen to indiald
Host, comfort, please, make welcome or serve cust®m
Plan social, recreational or other group events
Problem-solve, mediate or liaise with people

Teach, train, instruct, inform or explain to groups
Section S Totals

Section E 1/2]|3|4|5|6|7
Administer, set goals & priorities, plan or makeid®ns
Advise, consult, arbitrate or influence

Initiate, assess needs, anticipate or create change
Manage people, delegate, direct, oversee or metivat
Sell, negotiate, convince, promote or persuade
Speak in public, debate, advocate, present or dsimaie
Section E Totals

Section C 1/2]|3|4|5|6|7
Account, budget, program or systematize financaahd
Attend to detail, copy, inspect or transcribe
Compute, calculate, compare or record numbers
Forecast, appraise or estimate numerical informatio
Implement, monitor, coordinate, expedite or schedul
Organize, file, update, categorize or arrange imfiion
Section C Totals

Insert additional skills 1/2]|3|4|5|6|7

Congratulations on identifying your skills! Highhg the top 5 skills that are most important to ydthis
information will be helpful when you review the émésts in the next section.
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Step 1.5 Understanding Your Career Interests

In the previous three sections, the characterjstigsies and skills sections were organized into
six (6) clusters. Please transfer your top five hitems that you like the most or that are most
similar to you) from each of the exercises to thart below. Please checim{ which cluster
area they belong to and total the number below. Mawy find that you have dominant interest
cluster(s) that emerge.

My Top 5 Characteristics RIITA[S|E|C

SIS

Sub-total number o for each column of characteristics
My Top 5 Values RIITA[S|E|C
1.

2.

3.

4,

5.

Sub-total number o for each column of values
My Top 5 Skills RIITA|S|E|C
1.

2.

3.

4,

5.

Sub-total number o for each column of skills
Total for all sections

Review the six Holland themes; consider which oaes most similar to you based on your
scores from the exercises and your thoughts frameweng the descriptions provided in Section
1.5 of the Web site. Complete the section beloweélp you create a summary listing for this
section.

# | Holland Theme Potential Educational or Occupati@giions of Interest to Me
1
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Step 1.6 Your Knowledge & Learning Style

e This process will help you to identify your coreckviedge and learning style

))/ e It will take 20 — 30 minutes

Identifying Your Knowledge Areas

You can use the space provided below. Begin withryfmrmal education.
Consider everything that you have studied at:

e University Through » Courses
* College * Projects
» High school » Papers
* Other institutions * Thesis

Write down your:
* Specializations, options
* Subjects you liked the most and what you liked alioem
* Your marks
* Any other certificates, diplomas or awards you hiaozived

Name of Institution Dates and Specific Information

In addition to the knowledge you have acquired ¢fiotormal educational opportunities, you
have informal sources of learning. This informalueation includes training provided by
employers (both on and off their premises), volanigencies, sports organizations, etc. Write
this information below.

Organization’s Name Dates and Specific Information
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Finally, record what you have learned through youm travel, research, reading or other

experiences.
Experiences Dates and Specific Information

Review all of your notes in this section on KnowdedChoos® areas of knowledge that you would like to build on
in your career and write them below.

My 5 Main Knowledge Areas

SR

You may find it helpful to go back and review thelldnd Personality type descriptions in the

@ previous section. There are educational prefereinceach of these six types. When you
review your 5 main knowledge areas, look for sinftikes with your Holland profile. This
process can help you to identify rewarding caredinpays.

Identifying Your Learning Style

Learning style refers to how people learn. The ephcis important; people do learn in different ways
Understanding how you learn can help you to takeenadfective control of your own career developmant
learning. To discover how you learn, think abowg #xperiences you have had in your life in which jelt you
learned a great deal. Then consider the followypg$ of learning processes and environments:
» Unstructured or highly structured environment

»  Working at your own speed or working at the padégea teacher or group

» Learning things step-by-step or getting the bidupi first

e Working alone or working in a group

e Learning in a quiet setting or with sounds in thekground

e Forming pictures in your mind, touching the objecspeaking to yourself

» Engaging in computer-based instruction / intera&ctiwltimedia

e Conducting field work or doing case studies

» Sharing thoughtful dialogue with others

e Listening to a lecture

* Watching videos or films

» Participating in a role play or simulation

»  Writing in logs, journals or workbooks

* Reading about something and then trying it out

»  Trying something out and then reading about itrlate

My preferred ways of learning are
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Step 1.7 Integrating Your Self Assessment

You have now completed each of the self-assessseetibns. To create a composite picture of
yourself, copy the summaries from the previous @ses into the chart.

My Top 5 Characteristics

1.

2.

3.

4.

5.

My Top 5 Values
1.

2.

3.

4.

5.

My Top 5 Skills

1.

2.

3.

4.

5.

Holland Themes | Potential Educational or Occupational Options
1.

2.

3.

My 5 Main Knowledge Areas
1.

2.

3.

4.

5

Additional Characteristics / Learning Styles / Eeptieneurial Traits

Your Top Strengths & Characteristics
Review the points that you wrote in the previoddgaChoose the 10 most important strengths
or characteristics that you believe you have. Tiyesdities form the foundation of your career.

My Top Strengths & Characteristics

QINIO OB W

Congratulations! You are now ready to begin idgmig specific opportunities that will allow
you to use your strengths. Continue on with Step 2.
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Step 2.My Career, Personal and Community Service Objectigs

My ideal life vision:

My career and work objectives:

Work | would like to be doing i years:

Work | would like to be doing i2- 5 years:

Work | would like to gehow:

My personal objectives:

Community organizations | would like to contribuite

Knowledge, skills, etc. | would like to develop:
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Step 3.Learning Plan Chart

Long Term Learning Plan:

Year 1

o Select courses of interest, ones that you thinkbeilgood background for you.

o Think about what makes you special or unique (pgysonality traits, attitudes and
special skills). Use some assessment instrumetisipoyou with details.

o Join campus organizations for recreation and saci@lities.

o Decide what type of job you would like to have your next work experience (co-op,
casual, summer, contract, on-going (permanent)kastudy, internship, volunteer).

Year 2

o Evaluate your academic program to decide if youdrieanake some changes based |pn
your studies and work experiences to date.

o Begin to look at occupations and the fields youfer@ing interesting.

o Decide if you want/need to go to graduate schoahédiately after your Bachelor’s
program.

o Plan time for and participate in on-campus actegiti

o Look for a work experience to enable you to cheakoareer options you are
considering.

o Begin networking. See the Job Search section, &tep

o Establish learning objectives for your work expece.

Year 3

a Narrow the field you are considering for your carggresearching and speaking with
people.

a Join a professional organization in your fieldaasudent member, to keep up-to-datg
and network.

a If planning for graduate school, keep your marlghhCheck out which schools have
the programs you are considering.

o Take on some leadership roles in your extracumircattivities to broaden your skills.

o Locate a work experience that will give you goahsferable qualifications.

o Find a mentor who can help you with advice and ipbsspen doors for you in your
career.

Year 4

o Try to keep your marks within the range typicabypected by employers you want
interviews with. If your marks were lower in thesti year or two but are higher now,
that upward direction is what employers are inteck.

o Prepare your applications for graduate school.uBe gou are going for a positive
reason that is career-related, rather than a vegagason such as an avoidance of
something.

o Begin your job search. Check out advertisementisarvisible job market and
opportunities in the hidden job market. Apply forygositions that you feel are a goad
fit for you.

o Continue with your commitments to on-campus orgatins.
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Step 4 Goal Action Form

» This form is designed to help you create a road tagzcomplish your goals
* Complete one form for each of your current goals

Goal: Purpose of this goal:

Action steps: Timelines:
1.

2.

10.

Investment (dollars, time, resources):

Goal completion date:
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Step.5.Employer Contact Record

Company name, | Contact Dates of | Interview | Job Additional
address, phone | name(s)/ | contacts / | time, date | offer information &
& fax numbers email follow up | & location | date comments
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Step 6 Career / Life Planning Review

Is your job providing you with all the benefits ybad hoped for (e.g., sense of accomplishment,
income and career development)? Is it time forva wision, a new sense of what you want to do
with your life? Are there changes you can make iwittour present job or do you need to move
on? Below are some questions that may help. Thositively about the results of this self-
evaluation, whatever the outcome. Below are sonasteguns that may help. You may be just in
time to take action and avert a crisis.

Reflection Questions: Yes| No

Do you get out of bed in the morning with energg anthusiasm because yol
truly like and have pride in what you do, a feelthgt your work is useful?

Do you know how you contribute to the overall sisscef the organization?
This applies equally to the profit and non-proétwors.

When it comes time for restructuring or beginningesv project, those
individuals with perceived value will be rewardedhna new assignment. Has
management acknowledged your contributions, esipeoggarding attitudes,
conduct and productivity?

-

Are you receiving cross-training or rotational gssnents to add to your caree
development? Are you contributing to team buildicgpflict resolution, the
training of others, and to the total systems apgrda improvement?

Do you still feel like you are growing and advarg2rDo you feel you are on
the right team in the right organization?

Are your daily tasks and assignments challenging’y@ére you putting forth
your share of solutions or creative answers?

Are you able to manage or cope with the politictheforganization? Are you
able to do what you think is right and maintain youegrity?

Do you receive encouragement to continue your iegractivities? Do you
receive training, financial reimbursement, etc.?

U

Have you established a relationship with a memomentors, inside or outsid
of your workplace? Alternatively, are you readyotba mentor to someone who
could learn from your experience and achievements?

Have you undertaken more responsibility or greameounts of work and feel
that you are being adequately remunerated for it?

Does your chosen work fit in with your lifestylegierences? Are you able to
balance your work requirements with your persomalth and habits, as well gs
your relationship with family and friends?

Are you working in the field and in the work enviiraent that is satisfying and
takes you closer to your long-term goals?

You may find a pattern emerging in your answersas¢ note there are no right or wrong set of
answers, only feedback for you to help you thin&wglwhere you are on your career journey. Is
there need for a drastic change, a minor correctiapat on your back because you are moving
along well toward your short- and long-term goaléf?enever it is necessary, you can start again
at Step 1 in the Manual to achieve career / lilmping success. People have more power over
their lives than they think they have. Look forysavithin yourself, your work and your overall
life to create positive change. Start with ong stea time toward the life you want.
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Honatok 4.2
How to write Resume {ipukJiaagn HanMcaHHS pe3oMe)

3A Computer Science

12345678
Local Address Permanent Address
120 Shadeland Cres. ghendricks@email.com 515 Gardere Ln.
Waterloo, ON N2M www.partypunks.com/gman Haynesville, ON N2F
2H8 (519) 999-1234 8R4
(519) 999-1919 (318) 624-1441

- | want to gain experience in the area of uségrface design in a position that will all
me to work closely with clients and build my reparof skills.

- Several years of work and academic experienceagramming

« Proficiency in design and evaluation of user irgteefs, developed through work terms
« Working knowledge of Java, C++, HTML, Dreamweawdicrosoft Office

+ Excellent presentation skills

« Miscellaneous: aerobics instruction; CPR, first@dtification; fluency in English

Java Programmer
Roushas Systems Inc., Shongaloo, ON, 1/2005-5/2005
- Responsible for programming Java applets.
« Assisted User Interface Designers in planning Gbli€lients.
- Wrote statistical reports for management and fants, including avork report titlec
"Optimization of Algorithms Efficiency"

Lab Monitor
University of Waterloo, Waterloo, ON, June 2004ecember 2004
« Monitored Psychology Department computer lab.
« Helped students with their computing problems aoareous, friendly manner
+ load programs onto the network.
+ Assistant to Network Administrator
« Learned more about networks while working closeihwthers

Assistant Researcher
Cognition Institute, Toronto, ON, 8/2005-12/2005
« Performed research on how Interenet usage affeetsetf-esteem of the sick and elderly

Aerobics Instructor

Spring Country Club, Springhill, ON, 2000-2002
Led 15 aerobics and fithess classes

43



« Developed, advertised, and led two highly succésséw fithess workshopsapacity o
50 at each session

« Led a fitness team of 14 instructors as seniortaesanstructor

- Earned "Best Instructor" award for 2001

Candidate  for Bachelor  of Mathematicy, Honours Computer  Science
University of Waterloo, Waterloo, ON, September 20@2esent
Enrolled in Arts, Honours Psychology, UniversityWhterloo, Waterloo, ON, September 2001 -
August 2002
+ Relevant Courses: Principles of Computer SciencataDStructures and D
Management, Software Abstraction and Specificatintroduction to Cognitive Scien:
Basic Research Methods, Perception, User-Inte Destgn.
+ Relevant Projects
Introduction to computer science project:
o | designed a user interface for the Waterloo Fiep&tment
o Interviewed firefighters, developed, and testeditivexface
o Wrote and presented completed interface modeteaifpartment.
« Awards
o Earl Young Award for Young Scholars, 2001
o Haynesville Men's Club Book Scholarship, 1998

Graduate, Martin High School, May 1999

Treasurer
UW Cognitive Science Club, Waterloo, ON, 1/2002egents
« Responsible for all funds
- Planned and organized fundraising campaign, dowsedts of organization, and
enabled five members to attend conference in Chicag

Enjoy aerobics instruction, hiking, skydiving, wileyy, reading, and writing.
Member, Association for Computing Machinery, WaieflON, 1/2000-12/2000
« Attended monthly meetings

« Available upon request.
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Honarok 4.3
How to write an essay

(pexomeHnaaIii 3 HAMMCaAHHSA ece)

10 Steps for Writing an Essay

Research
Analysis
Brainstorming
Thesis

Outline

The Introduction
Paragraphs
The Conclusion
. MLA Style
O0.Language

HOONOOARWNE

1. Research

Begin the essay writing process by researching yapic, making yourself

an expertUtilize the internet, the academic databases,tlamdibrary. Take notes
and immerse yourself in the words of great thinkers
Make sure that despite beginning on the Interrai,don't simply end there.

A research paper using only Internet sources iakwaper, and puts you at a
disadvantage for not utilizing better informatioarh more academic sources.

» As you read about your topic, keep a piece of papdrpen handy to write

down interesting quotationguruposanue) you find. Make sure you write
down the source and transcribe quotations accyratel
» Take a little from a lot — that is, quote brieflpin a wide variety of sources.
2. Analysis

» |dentify the argumentioBos, aprymenT)

An_argumentconsists of two main components: a claigmdepocoenue), and

reasongnpuuuna, ocnosanue) for that claim. Neither a claim without reasonst n
reasons without a claim, is an argument.
* When analyzing an argument of any text, or creabing of your own, first

identify the main claim and then locate all thesmaes for it.
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It is helpful to map this reasoning out:

CLAIM =
— Reason 1:
— Reason 2:
— Reason 3:

Assess the reasoning
Ask yourself the following questions to help yolemtfy weaknesseof
logic:
1. Is there an alternative explanation that is poks?An alternative explanation

Is a different reason for the same claim.

Example: "John was late because he obviously doesn't teneat #he class.”
(An alternative explanation for John's latenesddctbe that he got in a car wreck,
and therefore couldn't make it on time to classtimat he doesn't care about it.)

2. Is the evidence presented sufficieBt?dencerefers to the support given for a

claim. This support may be in the form of factatistics, authoritative quotations,
studies, observations, experiences, researchher fiirms of proof.
3. What assumptionsifeononoacenue, oonywyenue) do the reasons rest onfn
assumption is what one takes for granted to be bwiewhich actually may not be
true.
3. Brainstorming
* Find an original idedind something original to say about the topic
BRAINSTORMING TECHNIQUES
Instructions: Answer the questions below to help you think caific about your
topic. Plan to spend at least 1-2 hours answehagtthoroughly.
Define the problem

1. What is the problem?

2. Why is it indeed a problem?

3. For whom is it a problem?

4. When did it first become a problem?

5. What is the root of the problem?
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Ask gquestions

1. What caused X? (replace X with your topic)
2. How is X defined?
3. What can X be compared to?
4. Ask your own question.

Explore the evidence
. What evidence is there to believe the claim®@dsk a claim)
. Is this evidence strong? What issues or flawsaasociated with this evidence?

. How could the evidence be more convincing?

A W DN P

. Why should hotbelieve this evidence?

Identify assumptions

=

. What is being assumed in this X?
2. What do people take for granted to be true in X?
3. Are these assumptions false?

Examine biases
1. What some of your own social, economic, religioor cultural biases as they
relate to this topic?
2. What influence do these biases have on youppetise on X?
3. How might a Buddhist monk in Nepal view the sgmablem?
4. How about a French Intellectual? A Native Amanid“Indian™)? A child? A
doctor?

Beyond the obvious
Rewrite the following sentence, replacing the btawnkth your own commentary:
Most people think __ about this topic, but etlley’re wrong. Actually,
Do research

1. What have authorities said about X?
2. What articles/essays are there about X on tieenet?
3. What articles/essays are there about X on tlael&mic Databases?
4. What books are there about X in the library?
5. What insights do these articles/books offer?
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Write a journal entry
Use this space to write your journal entry. Writeatever comes to mind,
just fill up an entire page, single-spaced.
Carry a notecard
Using a notecard or piece of paper, write out draéquestion you have. Put
the card/paper in your pocket while you walk arodlding the day. Every now
and then, pull out the paper from your pocket ardad it. If insights come to you,
jot them down immediately. At the day’s end, pulit the paper and write down
more thoughts about it.
4. Thesis
The thesis acts as the main claim of your papeg.thbsis expresses in one
concise sentence the point and purpose of youy.essa
* Make it arguable (Tpebyrommii qoKa3aTeIbCTBA)
For example:

— Not Arguable:"Computers are becoming an efficient mechanismfanaging
and transmitting information in large business@a/ho's going to dispute this?
It's not an arguable assertion — it's a fact.)

— Arguable: "Heavy use of computers may disrupt family cohesaad increase
divorce in society.(This is arguable because many people may notvesifielt
would make a good thesis!)

* Be specific
The thesis must also be specific. Avoid broad,ueageneralizations. Your
thesis should include detail and specificity, afigrthe reader therhy behind your
reasoning.
* Avoid lists
If your thesis consists of a long list of poingsur essay will most likely be
superficial fosepxnocmnuoiir).
* Follow an "although . . . actually" format (secmorps Ha TO, YTO...

(baKTUYECKN)
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5. Outline

Use an outline to plan

Make your points brief

Choose an appropriate arrangement
Sample Outline

l. Introduction (150 words):

lI. Personal Experience

[ll. Good Reasoning

V. Statistics

V. Conclusion(50 words)

6. The Introduction

Get the reader's attention!

The first goal in your introduction is grab the reader's attention. Wake him or
her up and generate some interest about the tbpigrab the reader's attention,
you might present:

— an interesting fact
— a surprising piece of information
— an exciting quotation
— an intriguing paradox
— an explanation of an odd term
— a short narrative/anecdote (not fiction)
— a provocative question
7. Paragraphs

» Choose a singular focus
* Begin with a topic sentence
* Develop the idea:

— illustrate your idea with examples

— (give an authoritative quotation

— anticipate and respond to counterarguments

— back your ideas with more evidence

— offer another perspective to the idea

— brainstorm more insights about the idea

— elaborate on causes/effects, definitions, compaitemtrasts
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8. The Conclusion

Recap goccranorute) your main idea
Leave a memorable impression
Keep it short
9. MLA (Modern Language Association) Style

When using ideas or phrases from other writerour ywn essay, you must
correctly cite in your text exactly where the ideasphrases come from.
Correctly identifying these ideas and phrases lisa¢din-text citation,” and
the page at the end of your essay listing the suyou used is called a
"Works Cited" page.
Make sure all authors cited in the body of youragsalso appear on the
Works Cited page.
Only quote catchy or memorable phrases or sentences
Don't rely too much on the same source.
Follow up your quotations with commentary, intetptin, or analysis.
Use signal phrases to introduce your quotations.

10. Language
Clarity

— Use topic sentences

— Make clear transitions

— Establish emphasis

— Be straightforward
Style

— Avoid Personal References as "I" or "In my opinion*
— Maintain a level of formality

— Avoid emotionalism

— Avoid sexist pronouns

(Sexist: A good computer programmer has to root his knogdeth practical
experience.
Liberated: Good computer programmers have to root their kndgdein practical

experience. )

Grammar

Don't Plagiarize
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