Memorandums on the selection and fraining of personnel counselors.
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SPECIFICATION FOR USH IN SHLAOTING CANDIDATES
WITH CONSIDERABLY COMPANY EYFLRIENCH FOR
PIRSONNEL COUNSILING WORK '

Degoription of the Job

4 personnel counselor's dutier consist of maintaining a
ralation with smployses and supsrvigors throughout the work unit to
which he is asgsigned (approximately 300 employess) whish will per—
mit him t0 analyze and help sorrect amployee yslations problems that
may be present through the appliscation of a spscislized inberviswing
tochnique, These problems wary with situmtions but they ordinarily
inelude such things as the correction of problem casss, the altars—
tion of emobional attitudes and distorted ideas which lessen moralse
or hinder efficiency and the improvement of unsstisfactory relations
betwesn smployee and supervisor or bstwean one employse and ancther,

Personal Charactaristios

Lge: The rain consideration with respect Lo age is that the
person be mature, No further limits except as my be
imposed by comsiderabions listed below., (Probsbly be—
twesn 30 and 45 years of ags.)

Servics: Ko limits but the main point in taking them from within
the plant 18 t0 secure people with considsrabls experi-
eu¢e with the Company. %ould therefors prefer peaple
with a3 wuch service ag possible considering the limit~
atioms imposed by the other requirsmenta listad balow,
(Probably 10 t0 20 yeeirs of servics.)

Kdudmtion: College training has not bsan looked upon as a require-
memt bHecause the treining required is not taught in
collegs. Feopls sslected, however, should be capable
of assimilating materizl of &t lesast college gradumte
Jevel,

Experience: Prefersbly should havs worked as an individual in the
shop suffieiently long to have a first hand understand—
ing of enployes sentiments — the things that are impor—
teat $0 them snd thome that are umimportant.
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Rate:

Perasonality:
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If a non~suporvisor, he should be an outstanding su~
pioyss In his group and should be cdpable of sarning
a copsiderable rate incremse on his present job or
ba oligible Tor ungrading or promotion bto gupervisory
rank,

If a suparvisor, he shotld be ragarded as one who is
capable of advencing at least one level higher,

This matber of gtatus is imporisnt becsuse it will ve
necasgary for us to be abls to rewsrd the employes
for doing good work as & counselor and s8till be able
0 reburn bim to line work if it sppesrs that hig as
well s& the Company's interests would be better servad
that way.

Iis rate of pay should bs governsd by the above cop—
sidsrations. Ordinsrily, maximum would ba {#300.00.

He should be the type of person who does not beeone
confused or botherad whon things go wrong., He should
ponsssg the guality of peatiopte Lo on unusual dogvse,
He should enjoy neeting peoplo whom hs d6es not know
well and he should bhe capebls of maintaining e parson—
al friendship over a considerable poricd of time.

This charsctaristio usually follows from not too
strong porsopal ambitions, faw strong personal biages
aad a willingness to subordinste himaelf and his ideas
on a subjeat to those of the other fallow, He also
should be able to expross himself offactively when
called upon but ha ghowld not tend to use this abil~
ity t0 impress others or t¢ sa2ll himaslf,
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l. Selsection

1.1 Tiere ars no objective rules to be followed or tests which
ekt be glven to assure success la the sslection of connwelorsz,

1.2 ¥ one Yype of beckground or sxperdence ssems to stand cut
ax preferchble reguiresent,

1.5 ¥ith regord to sducational raqmramata s & pollege dagres
soexs 1o be beneficial If the applicent hes experienced &
personsl growth in the abllity to meet and attend to soclal
situstions while 8% school, These kind of people wre wore
werartile In adapting thennelves In new aitustions. Too
much specialization usunlly is a handicap.

1.4 Any expsrience or set of experlsnces which tended to develop
& fixed point of view or & system of positive or sgpressive
attitude maken the adjustosnt to the sounseling pa:%.nz of viaw
difficult.

1,5 Succsss in selesting cowmselors depends on:

1,51 & thorougbh walerstandivg of the counseling polat of
view,

1.52 Experisnss In seleetlng snd tﬁuining oounselors.
1,6 Genersl things te look For. in sn appliesnt.

1,61 He should have a highly developsd systes of soclsl
skills which permit him to feel comfeatable 1n and
adfust to a wide varlsty of scsizl sitvatione,

1,62 He should have a baxie interest in the other Tellow
and what is going on arouwnd hiw,

1.65 Hs shonild be inolimed io use this Intersst and iis re-
sultant understanding to effect improvements in the
setisfactions pecpls are getiisg from their experiences
rather than for the setisfaciion he might get from be-
ing able to iaflvemss o comtrel or analyse pesople.

1,84 Ne should be atirestive physioally without having habits
of dress or manmerisss which eall undue attention to
himself. By the same token, he should be free from
physienl defects, nervous hablitis, ete,
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1,66 He ghould be intellestuslly curiocus, hewve the ability
and & strong urge to learc something that ls new and
aiffarant. '

2.1 Counselor trsining at Hawthorne iz oarried oub ander the
aﬁu and almoat constant swpervision of experienced coupe
BAIOLE.

ReZ A new gounselor sutering the department is told that he
should keep thres things in wind during the peried {(ssprox-
imately two weeks) before he is sasigned to & shop territory,

2.21 He nesds to becoms gensrally and roughly scquainted
with the worke., YThat is, he should be able to get
ahout without getting lost, hawe » rough ides of the
Company nrganlzation, koox where some of the more
geverally known types of apparatus ave manufactured.

£,22 He needs 0 ecome scouainted also with the pecple he
i going to work with., He is told ihat the exgerienced
. aounselors ssn be & resl beip to him if he uses this
pordcd in which he Is beconing ascqusinted 1o ensoursgs
- then to suswer questions and talk sbout thelr work.

.28 The pew ocomaxslor slso is told ilwt he meeds to beve a
general woderstanding of our ressarch experisnce and be
stle to smswer simple gqoestions about the werk.

2.5 Duriasg the base training period, the sounsslor is given con-
siderable resding meterial. Fa 1x sdvised to discuss this
reading with kis supervisor as thers are general points of
importanss in ssch thing he resads but he should pot spsad too
much time Wrying to understand sach artlols Iz detail., It is
reading for a general orientation to the interviewing point
of view ratber than specifis job instrusiions, The reading
consists ofs

1. Pawphleis regarding Western Eleotric and A.7.4 7.

2. Fawphlets regarding our research experlence snd the
bistory of comnseling.

5. Pamphlets om interviewing.
4. Several books and pamphlets bamed on the Freudian
point of view, From ithese he is axpscted to get an

appresiation of ocertain forms of sbnorsel debavior
and the thought mechenisms involved,
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Be. Piagetis reports of Lis expsrizents with the thinking
of the ¢hild, JFrom these he can obsérve the care
thet xeeds Lo de tuken If & situstion ix o be crested
which will psrwlt fres spontanecus expression, Plaget
&ls0 bas & system of clawsifying ohild thought whish
i umeful,

2.4 At the completion of the bess tralning perdod, the counsalor
is sssigned to & shop territory whers his tolal setivity is
guided by his supsrvisor. The counselor iz taught to act and
think in terms of a specific pelnt of view. Am an add in
acccuplishing this, el his contscts with employess and super-
visors are recorded verbatim, From sn examination of his ex-
perience #nd with the help of & supervisor, the counselor
Jearnm over a psricd sxtending from sightesn montha to two
years to conslstently creste & situation im which the smployse
feels frae to talk and think in = very personal way about him-
self and his experiences, The spscific training involved
varies with sash sounselor, Our alw iz to glve ench counsslor
all the assistanos we san in dewsloping an intelleotual under~
atanding of the interview and the skill that iz necessury to
practice interviewing., Aotuslly, he lssrne from interviewing
and fron face & face contacts i sany somforiable and uncom-
fortable situations,

. F i £3 4
9/9/42
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THE SELECTION OF COUNSEI(RS

1. No one typs of background or experience seems to stand out
or £o be preferable., However, it may be significant that some of the
counselors have had experience working with people in such a way that
they have o£tained an attitude of sympathetié,u;derstanding of others.
They have obtained an attitude of tolerance, 1ntere§t and a thoughtful
desire to learn mbre of the emotional habit patterns of thenselves and
others, On the whole, it would seem undesirable for an applicant to
have ‘had experience implying "too much authority." From that experience
an individual may have developed a drive which demands a continued re-
lationship offering this kind of status. A genuiné interest in the
fleld of social sciences such as psychology, sociology, social anthro-
pology or social case studies is advantageous to-the‘understanding of

~ the scope and the purpose of the field of counseling, |

2+ TWhen considering educational background, a'college degree
seems to be beneficial if the applicant has experienced a personal
growth in his sbility to meet and cope with socigl situations while at
school., This type of person, experiénced.in adapting himself 40 new
situations, will carry this versatility into his work. Applicants with-
out qpllege degrees are desirable providing they have attained the same
characteristics through other experiences,

3. Too mueh specialization is usually a handicap because of the
fact that in the process of specialiszing the applicant may have acquired
a fixed way of looking at behavior and methods of therapy that would make
the acceptance of counseling difficult if not impossible. This holds
true primarily with specialized training in the field of psychology, for
specialists in that field often tend to look at methods and techniques
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involved rather than attend to natural easy relationships in the assigne
ed territory. A specialist 1s often seeking recognition‘or personal ad=-
vancement that counseling cannot offer to the degree that‘he may demand.
Thgse'same remarks are applicable in other flelds such as sociology,
'theology, social service, etc. It is not intended to rule out special-
ists, but care should be taken in selecting a person with such training

_ to ascertain how much effect the acquiring of degrees has had on the per-
son and his attitude concerning the degree and what it means to him., Prior
experiences can be evaluated in terms of vdcational choice == one who has
voluntarily chosen such fields as scieﬁtific research or statistics which
direct interest away from human association would suggest negative prognosis.

4, While interest in people is a pre-requisitq; as usual, pre-
caution must be taken against the extreme, The "cr;sader" who is over-
emotional in his zeal for helping the unfortunate and righti§g~socia1
wrongs is likely to have one of two disqualifications. He may find it
difficult to be impersonal or objective in his attitude, or he may re-
sort to revolutionary methods. While "crusading" can be channeled into
a desirable counseling attitude it is a Jifficult adjustment, and the
"erusader” 1s not likely to derive much personal satisfaction from the
job. The above has implied the desirability of emotional stability which
again may be expressed to the trailned observer through the candidate's
reaction to the stimuli of the interviewer, a balanced perspective of
his own training and experience, and some recognition of the possibilities
of counseling and his own fitness for the job.
5. The following suggests some of the desirable qualities to look

for in an applicint:
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a) Priority should be given to a pleasant, inviting personality
and may be judged by the way the applicant meets people
and in which the interviewer visualizes his personal con-
tacts in the industrial situation.

b) Of prime importance is a manifest interest in people which
serves as a basis for a significant understanding of others
and of the motive, attitudes, and drives which govern their
behavior,

¢) Closely allied is the essential factor of sensitivity to
human relationships and social situations which may be ob- -
served through the applicantts response to the interview-
ing situation itself, through his account; of prior exper-
iénces and through expressed reactions to hypothetical
sltuations suggested bj the interviewer,

d) The personal and social maturity of a recent college graduate
may also be determined partially through the application
form, However, maturity is estimated in terms other than
mere chronological age and should be further evaluated through
the aid of the interviewer, While age limits should be flexi-
ble, the optimum age should probably fall within the 1limits
of 25 and 40, although it is true that some persons tend to
become stereotyped hefore the upper limit and others may
continue to grow and adapt to ages beyond 40, The criterion
shohld be whether one has 20 years of experience or one year
of experience 20 times.

e) The counselor should be attractive physically without having

) habits. or mannerisms which call undue attention to himself,
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He should be free from physical defects, nervous habits,

etcs These dress habits or mannerisms may in themselves

indicate some unusual need on the part of the‘applicant

to be recognized socially or to be socially acceptable

and may be significant of some deeper-set feeling of

social insecurity or deficiency which would‘cause the ap-
- plicant real difficulty inm being natural and acceptable

to the people in the counseling territory that might be

assigned to him,

It has been proposed that:

a) Some kind of attitude or personality test be used, with the
idea of cérrelating results of these tests with the perfor-
mance of present counselors and applicants. After a base
has been established with these tests, they may be used for
the prognosis of prospective employees,

" b) A three month probation period to be established. At the end
of such time a review of the counselor'!s progress would be
made to determine the individual's ability to orient himself
to the counseling point of view, It is further suggested

that all supervisors within the department should contact
the new employee at least three times during the trial period,
with the view in mind of determining what this employes's pro-
gress and ability seem to be at these points.

c) A systematic procedure be adopted, to be followed after inter-
viewing an applicant. Each supervisor will present his appli-
cant interview outline in a formal conference for group dis-

ocussion, The applicant interview outline mentioned above

-
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will provide space for the supervisors evaluation%of
the applicant based on the following pointss

Education

Experience

% Intellectual curiosity’
Nature of interest in job
Social Skills

Interest in fellow men
Maturity

Physical appearance

% see albachad
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5.

B

7

8.

APPLICANT INTERVIEW OUTLINE

Education

Experience

Intellectual Curiosity

Neture of Interest in Job

Social sSkills

Interest in Fellow Men

Maturity

Physical Appearance

Applicant

Supervisor

Date
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In discuseing the requirements for persomnel counselors, we can best
pretesd by first outlining the skills required of a comselor and
then ad a second step, briefly describing the personal qualiffeations
wi;i.ch w;i hlgt foomd to be necessary for the successful appiication of
17 58 sxiile,

CENERAT, REGUTREMENTS
1. Skill i Understanding

The term "understanding® is not commonly thought of as a =kill and
it is used here only for lack of a better term. In the field of
sounseling, we are said to understand another person when we can
discern the factors underlying the person's rresent behavior, his
motiven, goals, and customary ways of reacting to his Yife's situ-
ations. In order to "understand”, therefore, a counselor must have
a body of theoretical knowledge and some experdence In the prac-
tical use of that knowledge. This enables him to detersmine signi-
ficance in what he sees or hears, This use of theorstieal
kmowledge enables him to understand the personal and social cone-
texts out of which all behavior arises,

2. Skill in Listening

The kind of listening a counselor does in an interview situation -
requires constant mental activity on his part. Not only is he
attantive to what the other person is seying, but he is alo wak-
ing discriminations about what is said, These diseriminations are
of the following order: :

2.1 How mwh of what I understand this person tc be saying is due
to my own personal interpretation of his statements and how
mich of it is what e is reslly trying to say. This involwes
the factor which we call objsctivity on the part of the coun-
selor. The counselor can readily read in hie own values,
standards, convictions and heliefs into what the other person
is saying and in 30 far as he doss this, he is failing to
undeprstand the other person. In effect, he rslates what he
hears 1o his own situation rather than to ths sitwtion of
the speaker,

2.2 To vhat extent doss the smployee's talk reflect a misunder-
standing of the coumsslor's fuwtion? Does he attempt te
impress the counseler favorsbhly or does he appear to be argu-
ing & case in the expectation that the comnselor will act in
his behalf? Sometimes this is diffiomlt to detect and be-
somes apparent smly whem the talk is amalysed for significant
omissions or genwrel patiterns after the interview for use in
Tutwre contacts.
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2,3 Assuming that the counseslor is competent %ﬂ that the em-
ployss understands and accepts his fumction, the counselor
is constantly on the alert for the personal isplications
of what is being saild. That is to say, he is focusing his
attention on the underlying feslings and attitwdes which
ars prompting the employee’s expression. 3Such basic Pfeel-
ings and attitudes are not often apparent but are most
readily indicated in statements of judgment, evaluations
and appraisals. It is the counselorts ak.i’ll of listening
which ensbles him to recognize basic feslings in these or
any other areas of expression. As he listens he constantly
keeps in nind the patiterns of feelings being expressed and
their interrelationships.,

3. Skill in Cbserving

3.1 At s Binple level, & counselcr must be sensitive to manmerisms,
unconseious gestures, postures and carriage as indicative of
habitual zttitudes and changes in them,

3.2 At & wore advanced level, the coumselor must have some sware-
ness of physical symptomss of personsl waladjustment and
psychopathology. These range from simple ticks and grimaces
to indications of imcapacity to fix and sustain the attention,
lack of coherence, lack of respongiveness and indications of
deterioration of emotichal capacity.

3.3 The counselor is also aware of the individual's social inter~
action in his work group and he needs to assess this habitwal
interaction pattern from the standpoint of its possible bear-
ing on any difficulties the employes is encountering.

3.4 The counselor is also aware of the composition of the work
group as a wvhole in order to determine direction and extent
of activity,

4. Siki1l in Talking

A counselor’s skill in listening is reflectsd in his verbal par-
ticipation in the interview. Thus, the talking he does is of first
ivportance., - This talking cemsists of:

4.1 Belating himself to the other person so that his fwmction will
be underatood and aceepted. In order to do this, the coum—
selor must be sure of himself. He must have a pretty full
awareness of what he is suppesed to do backed by cenviction
that his fumction is valid frem the standpoint of the Company
and soeially wseful. Backed with this kiwmd of sclid foumda~
tion, the commselor cam instill comfidence. Confidence camnot

be gained merely by the gwarantes of personil anonymity.
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he2 The talking a counsslor does in an interview is aiwed at what
at first glance appears to be two contradictory cbjectives,
On the one hand it cneaurama an ¢ver broadening area of talk
and once having obtained it, he iz then interested in narrow-
ing it down again, He is interested in broadening the cirele
because people habitually pinpoint thelr diffieulties., That
is, they tend to narrow them dow to ar oversimplified state-
ment of the situation. At this level, the possible relevant
ar#éas bearing upon the problem ars e::elm:d from the employee's
thinking. Thus the counselor sncourages talk in many sreas and
he likes to 1listen to seemingly irrelevant, inconsistent and
sometimwe silly chatter., All of this is designed to help the
individual bring himself fully inbto the picture. All the time
this iz going on as described previously, the counselor is
listening attentively and observing the patterns of feslings
being expressed. Then the situatiocn seems appropriate, he in-
elndes these feelings in his response to the employee., These
responses must be s0 designed that the employse not only asccepts
thex but is stimalated by them to proceed further in his think-
ing. Thus the employese is sble to acquire a new point of focus
which may lead to a néw type of motivation.

PERSONAL REQUIREMENTS
1. Appearance and Behavior

His appearance, general bshavicr and the gquality of his thinking
should be such that he will be regarded ss somsons worth while
talking to and also as somsone who possssses sincerity, warmth and

2. Agxe

The most desirable age range for applicants seems to be betwesen
twenty~two and forty, slthomgh chromological age is not the decid-
ing factor in itself. A more youthful applicant should, of course,
demonstrate that he will approach his work in a serious and :
responsible mammer. Also he should demonstrate and ability to
recoguisze and act upon the realities of his swrroundings rather
than as he fesls they should be. An older applicant should , on
the other hand, demonstrate an ability to remmin flexible 1n his
evaluations md not to be dependent upon evaluations of a statie
or pre-determined natwre,

3. Cempany Serviee

Previeus servies in- the Company is not sssential, but it can be of

" valwe in providing a baskgrownd for ready integration with employ-
ess, and also for providimg a basis for his wse in determining his
persomal eondmot in the Company.
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4. Edaucation

A collepge education is desirable, but can be waived az a require-
ment if the applicant iz sufficiently outstanding in other respects.

- His fisld of specialisation in college need not be limited to the
social sciences, The important question is whether or not the
ccllege experience helped to equip the applicant with an ability
for meturs obssrvation, thinking and aetion. Training in the
social sciences can be useful, but its importance lies chiefly in
its being an indication of a direction of interest,

5. Other Work Experience
Previous work experience is not a requirement. However, where
there has been other work sxperisnce, it might be profitable to
observe the skill which the applicant demenstrates, in his dis-
cussing his integration with those with whom he previously worked
and also to note whether the applicant tended to be in a field of
work which iended either to isclate him from, or involye him with
other peopls, It might also be well to examine whether the
applicant seemed chiefly intersated in acting upon others for his
own personal gain or whether this was balanced with a recognition
and concern about the impression and effect he was having on
others,
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I Truthfulness

1. Will you be able bo accept his statewents withoub sifting
them for the truth?
2. Will he distort the fackbs as a matbter of conveniencs,
expadiency?
3. Will he be able to assess a situation for what it is or
will his "perception® be clouded, unreliable, distorted?
7 L. Is his idea of honesty of a mobile nature, elastic or is
‘ it grounded in an integrity of mind?

il éinceritz

1. Was there anything in the inbterview, either fact or feeling,
which led you to believe the applicant was trying to make
an impression?

2. It is understood, of course, that an applicant tries to
put his best foot forward but this can be accomplished
without a shell of arbifieciality. Do his reazons for
his actions and his attitudes toward people and things
aeem 1o fit into the tobal picture of himself as developed
for you in the interview? -

3« Or is there a lack of harmony between what he szys he is
and whalt you think he is? :

L. Do you Lthink his motives for wanting the job are sincere? -

5. Will the camselors and employees have confidence in him
as a person?

IIT Frankness

1. Does the applicant seem to be open in his statements or does
he seem to plck and choose?
2. Do you have the feeling that you know the arplicant pretity
© well as a2 result of the inberview?
3. Are there blind spots in his portrayal of himself?
L. Does he tread 1ightly when talking in certain areas?
5. Does he feel uncormfortable in talking about himself in
certain areas? h ,
6. Does he ask nuestions of the interviewer in order to
take attention away from himself?
7 7. A3 a counselor, would he pive you an accurate description
‘ of his territory and his performance or would he slant the
description to bolster his status and prestige?

IV Tolerance

l. Are his likes and dislikes of such a nature and intensity
as to Interferes with the job?

2. Does he have a condescending, patronizing attitude toward
people, especially workers? "
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— 3. Does he have a vholesome respect for the native capacity
of the worker for self-determination?
he Iill he find it necessary to thelp! the employses?
5. WWill his own belief's, prejudieces, and attitudes interfere
with his work?
-~bHbe Will he be inberested in what other ccunselors th.mk
soout the job in order Lo add to his own kmowledge
7« Or will he condemn whatever is 'foreim! or does not
£it dn with bis ideas?

¥V  Lloyalty
1. 11 hBis loyalties to the campany, organization, section
\ job, supervisors, fellow counselors be founded on principles

of justice and fairness?

2+ Wlll he seriously sacrifice the jJoo and jeopardize his
fellow counselors to his own azgrandizenent?

3. Will he conbribute to a wholesome cooperabive atmosphers
in the crganigation?

4o Or will he create disharmony, unrest, i1l-will, suspicion,
dismust?

B Stability

I Haturity

1. Does he think like an adult?

2« Are his wvalues those of a 'grown up'?

3. Does he exhibit any ‘depth' in his attitudes, feelings?

Lo Does he give the impression of being flighty, disorganiged?

5. Has he been 'misunderstcod??

6. Is ho attracted to counseling because of his own
tpsychological needs!?

7. What do you think of his 'emotional stability'?

€. Would hi$ personal needs interfere with his concentration
on the employee?

9. Is he anchored sufficiently emotionally to withstand
veing bowled owver by employee problems?

II Responsibility

1. Does he possess this attribute in a sufficient degree
to enable him to perform thes counseling Jjob?
2 2, Will the supervisor have to be 'on his heels!?
3. Will the applicant be able to develop the job satis-
factorily from the framework given him by his supervisor?

E
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ho Ui11l he tdepend! on the supervisor or others to the
detriment of his owan growth on the job?

5. Will he be able to comprehend the job in its broader
aspects and work oub the details in the lighit of these
broader aspects?

6, Will the kind of responsibility demanded on the counselw
ing job be askinz too much of this applicant because of
his libteral-mindsdness?

7. Hill he succumb to the lack of detalled and definite
suideposts and directions?

€, Will he perform the reguiresents of the job throush a
sense of Jusbice and fairness even though it would be ) ro wied e

* possible to 'zet away! with not fulfilling the job

requirenents?

"‘-~§

IIT Reliability

1. UWill you be able to depend on the applicant bte exhibit the
accepbed behavior in terns of reporting for work, belurs
on timwe, notifying about absences, making out reporis,
informing his supsrvisor of deviations in procedurss,
asking for the necessary permissions and passes?

7 2. Uill he be working all the angles?

3. Does he possess o sense of propriety that will govern
hic behavicor in matters of procedures, policies, rules,
privileges?

IV Fortibuds

1. i1l the applicant show energy and courage in performing
his job? ‘

2. 11 rebuffs in the terribtory 'floor him' permznently?

3. will he be sasily discouraged?

Le Jill he seel and use consbructive nethoeds in overcoming
obstacles?

V  Application

1. ill the applicant consistently pive the required tire
and effort to the job?
) 2. Will he overcome a2 nabtural 'inertia'! to aveid oing
. into the territory when he is not in the 'mood??
3. 141l he take the necessary reans to Jrow on the job?
L4 Is he energetic?
5« If so, will his enery be directed to a nerforrmance
' of the job or be focused on interests that lie cutside
the scope of counseling?

y
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VI Qbjectivity

1.

2

Ly 4

3

e
5.

I Tact

IT Judsment
Be} 1’
£

1.

Uill the applicant maintain a 'balance! in the face of
Irpitabing and discouraging aspechs of the Job?

¥Will he become tarousmed?! or 'upset! at inconvenience,
change, disappointwenta?

Will he be able to 'screen' Lthe output of the grapevine
and rumor mart so as not to be unduly distracted from
his Job?

Will he be a stabilizing foree in the organization?
WJill he tend to form cliques or be an sasy victim for
one who does?

¢ Inteliipence

Will he be able to deal effectively and harroniously
with the exigencies arising fromw his job in the territory
and in the counseliny organizabion?

Does he have the sensitivity to grasp the total 'field!
in a piven situabion and the ability to perceive the
sigzniflcance of the forces that are operating in that
situation?

Will he miss the subtleties of a fuce-to~face situation?
Can he size up what's going on in a sroup or individual
eontact?

Does he Teatch on!' easily or do most things have to

he spelled out before he can comprehend?

Will he percelve easily, spontonedusly, inbuitively
the 'tonal qualitieat! of the interpersonal relations
encountered on the job?

Yhat about his anpperception?

1311 the qualities of his rarticination in a rersonal
situation be mobile and facile or rigid and stodgy?

In performins the job will he have the capacity to

put f£irst things first?

Will his Judpment remain sure in ticklish or awlmward

situvations?
Hlas his education stirulated his curlosity about further
knowledze? ll‘

3
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I Apbility

5.

Do you think he is burnt out?

{711l he be content Lo let his Ydegree' do his Job from
now on?

Has his academic {raininz made him coneceited, srug
azaressive, domineering?

Does he think he should know all the answars now?

Has his lack of formal training made him over-z jsressive,
defensive?

Or has it caused him to be hurble, onen-wminded, desirous
of xnowledge, self-reliant, arpreciative?

Doss his ability to express himself orally and in writing
nest the job requirements?

D__Adaptability

Lo Listen

1.
2,
30
4o

5.

6.

7o
g,

Fe

10.
11.
1z,
13.
4.

Vhat kind of atitention does he rive?

Is it easy, forced, strained, artilicial, sincers?
Is it easy to talk to him?

Does his reaction teo the thinzs you tell hin stimulate
you bo tell him more?

Do your statements seer to penetrate oasily?

Does he scem to be actively partleipating even when
listening?

Does he vet lost frequently?

What causes him to lose the 'place!, the difficulty
of the concepts or a lack of deep interest?

Does he use his 'listening times? mainly to wait for
you to finish talkina?

Did he 'gzet off! at several t'stops!? back?

Would the counselors like to talk Lo him?

Would the employees?

Do you tainlk he was bored with whal you told him?
Does he seem to be in a hurry to get sone place?

ITI Capacity for Growth

3
v 1.

2.
7 3.
4o
5.

Will he adjust bto the counselinz job?

Will reorientation be accomnlished without too nuch
'pain't?

#ill his particular rentallby be roceptive to
experiences that maxe for zrowth?

Will he tend to wild o shnell of techniques that
will prevent penetration of ~rowbh exrericnces?
Wwill his developzent stop at o surerficlal level
or will it tend to bo 2 conbinual rracess?
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IIT Sociel Skill

1. Will he be able to relate himselfl to the employees,
supervisors, counselors, and others?

2. Will his response to soeial situations be gecertable?

3. Arc thers deficienciss in his personalibty that will
vause resistance?

e Boes his behavior stem frow a well-integrated personality
or is it somebbhing artificial, copled, irrelevant?

5. Vill he be sscurg in his secial relabions?

6. Or will his insecuriby prompt technigues of behavior
that are inavpropriate, frenzled, nervous, comiving,
dishonest?

7. Will he be relsxed?

7 £, W1l he give the impression of wantinz to be elsevhere?

9. ill he be able to initiaste conbacts withoub the need
for a Ycrutch'?

1. Will his approsch be easy, rleasant, sincere?

11, ¥Will his relationships develop, deepen, strenzthen, the
lonzer he is in the territory?

12, Is there anybhing azboulb him that will ereate antagonisms,
hostilities, irritations?

13, H11l he subordinate his personal intercsts to those of
the job in his employee contacits?

lhe A1l he 'use! his conbacts for purposes of rersonal pain
and to the detriment of the counseling service?

15, Vi1l bhis behavior be exemplary?

16, ill he make o favorable impression on the employees
and supervisors? tirtmng bed

17. UWill the impression he creates wbedt the plant in
general redound to the benefit of the counseling
organization?

18, Uill he be able to approach hisher svpervision?

19. {111 he feel more st home with superviscrs than with
enployces?

20, Yill he get along with his boss bubt not with his fellow
counselors?

o 7 21. A1l he be accepbed for what he is? \dew' o 2\ AU

22, ‘i1l he buy accepbznce by favors? '

23. M1l he contribube to the harmony in the departuent?

2L Does he exude warwth?

25, Hillﬁgiggﬁgnye-gg hugor add to the pleasuras .f the

jobaas;weti as a shock~absorver in *failure??

26. Will he be able to grasp the huror in hwrorous

situabions?

27. 1311 ho be able to laush at himself?

-

~<3

IV Job Interesi

-~ Lle. Will his job intercsts be curpatible with those of the coun~
selin> orpanization?
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Will the values with which ccunselins is concerned
be in harmony with the applicantts owm set of values?
i1l the applicant find substance in the Jjob?

Will the aims, goals, objectives, values of the job

be too sepgwented for the applicant?

Hith training and experience will he be able to
penetrate beyond the wore chvicus of the walues?
Jill he experdence freguent periocds of nobt being

in the mood to counsel?

that will he do aboub his periods of disinterest?
Will he goon lizht out for fresher flelds drips-ing
with the ointment of the Hawbthorne Studies?

Are his expectabions too sanguine?

Will he socon feol that hisc best capacities are

lyiny fallow?

Do you think he can constructively subordinate )
tendencies that would operate to interfers with the [ 7., .« 7

rerfornance of the job?

V  Satisfaction

1.
2.

3.
he

5
6.

7
£

i;‘

i1l the %ind of satisfactions derived from counseling

be sufficient to meet his needs?
ill he dewand gquick and btangible resulibs?

How will he handle his dissatisfactions?
W1l he settle into a suspended state of ingnition
after a few abortive attempis to Fuin a wholesome

satisfaction have falled?

e
AN
38

i1l he seek satisfachtions in escape nechanisms?

/ill the hard knocks encountered on the job be
minimized by his arpreciatlion of the rewards?
¥ill he ve content with the tinsignificent! results

that is the counselor'!s lob?

Poes his lack of anpibtion cause one to rdstake his

irertia for well modulsted demznds?
Will he tend to nasmdfy the tonsible and 1

ess lrportant

aspects of the Job and .dnindze the main aspects?

Aopearance

I Attractiveness

1.
2.

3.

UNIVERSITY

Is his appearance devoid of unutiractive cliar:ctoristica?
Is there anybhins in his physical maleun timt ssuld be a

serious handicap in personal conbucts?

If there is a physical deficiency is 1t obseurued by a

favorable ttotal! impression?
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II Poige

L. TIs he poised?

IIT Friendliness

1. Does he have a nabtural vharmth and friendliness?

IV lHeatness

1. I8 he negt?

¥ Health

1. Is his healbth good?

BGFV
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