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10.1 Introduction to the
World of Work

In this lesson you will learn :

1. The difference between job and career
2. The difference between personal and professional life

3. How to prepare for the world of work

-
Name top 3 differences in how we need to behave Thinking
in our personal and professional life Box

. J

Let’s identify the difference between job and career

Has anyone asked what you want to do when you grow up? They are asking about your career and not your
job! Are you confused? Read further to understand.

Career means the kind of work a person does to reach their full potential. A career depends on a person’s
strengths, goals and aspirations, beliefs, qualifications. Career results from various
decisions that we make throughout life. It is a lifelong process.

Career and job are different. Here are the differences between job and career:

4 )
S. No. Job Career
A job has a definite starting point Our career is the real progression of
and ending point. our professional life. It can include
For ex: Your job can be a teacher in many different jobs over the years.
a school. For ex: In your teaching career,
you can be a tuition teacher, school
teacher, principal, trainer of other
teachers etc
G J




2. Jobs are well defined and have a fixed Careers are broad and include a

title and salary. person’s educational qualification,
interests, abilities, skills, certification,
and diplomas.

3. The career is the connection between A person’s career may include
these multiple jobs. multiple jobs

O \V

For example, let us observe the principal’s career Skills (IS
of your ITI. In their career, your principal could have had <>
the job of being a trainer, a placement officer, or a deputy - Abilities
principal. Before becoming a principal, they would have Certification
undergone several training sessions and done many different
tasks and jobs in the ITL So in their career, they have done X Job Diplomas
different jobs to reach their full potential. Education
Qualification
Job
Job
Career

What is the difference between a joband.a career?

Let’s understand the difference between personal and
professional life

Personal life consists of everything we do outside of your work. It can be our relationship, leisure time,
time for us to rest, relaxation, entertainment, hobbies, family time, health and fitness, etc. Personal life is
important as it enriches us and gives us time to rest/relax.

Professional life refers to our working life. It can be our career, our business, or our job.

It is important to separate your personal and professional life. It will help ensure that we can be there for
our family, friends, etc. It will also help us get results in your professional life.

Here are some tips on separating your personal
and professional life:

1. Have a specific time for work during which you only perform
your tasks. Do not get distracted by talking to family members,
social media, etc.

2. Take rests and short pauses to recharge yourself. Sitting in W°"lr
front of your computer desk the whole day will decrease your
productivity.

3. Improve your skills from time to time. Read books, and attend
seminars and workshops that will improve your skills.

4. Prioritize your work tasks based on how urgent and important
they are.
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Why is it important to balance
personal and professional life?
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Let’s learn how to prepare for the world of work

The world of work is a place where people work or are employed. This can include finding a job, moving up
in the job, finding new jobs, learning to be better at a job, etc. To grow in a job, we need to stay up-to-date
about the latest skills and technologies.

MODULE 10 |

To prepare for the world of work, you need to focus on building a few important skills. You can start
learning about these skills now, and keep on developing them as you grow in your career.

These skills are:

+  Communication skills

*  Flexibility / Adaptability
¢ Critical Thinking

* Decision making

*  Problem-solving

+ Digital Literacy

*  Soft Skills

* Self Learning

Tip: If you want to know the meaning of the skills mentioned above, search about it on Google.

P Activity
Time!
Many skills and qualities are needed to succeed at
work. Few of the important skills are listed below.
Put a tick mark v in one of the columns based on
if you have already done this.
4 )
I will do this soon
I have done this (mention by when
you will complete this)
I know my interests
and abilities
I can introduce
myself to others
\- J
\- J
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-

I have a career plan

I have discussed my
career plan with my
family members

I have a PAN card and
an active bank account

I have an
email address

I can search for
jobs online

I have a resume

I have attended a
mock interview

I have conducted a
Market Scan

I have a plan to manage
& save my money

-

This is an individual activity. However, you can discuss
it with a friend if you need some support.

.
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What I learnt today:

Puta « if you know this topic well.

1. Career and job are different. Job is short-term. A career
combines the different jobs, qualifications, and roles one
has in their entire professional journey.
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Personal life is what we do outside of work.
Professional life is our life in the workplace.

Work-Life balance is very important to have a healthy
and happy life.

MODULE 10 |

The world of work is a place where people work or are
employed. We need to keep our skills updated to be
relevant in work.

10.2 My Interests and Abilities

In this lesson you will learn :

1. Difference between interests and abilities

2. Identifying your own interests and abilities

What are 3 things that you reallylike'to' do? Thinking

1. Box

2.

3.

What are 3 things that you do very well?

1.

2.
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Let’s learn the difference between interests and abilities =
w
)
r R zZ
SE
S. No. Interests Abilities § =
w
O <
x O
rG)
Interests are those that Abilities are activities that x 0
1. - : : < Z
one is passionate about. one is good at and can. U<
o
-
2 These are the activities that we love These are the activities that we are g
' doing, but we might not be good at. good at but may not give us joy. 8
- J =

It is an interesting challenge to identify how we can match our abilities to fit into the areas we are
interested in.

It is possible to have abilities that we are not fully Assessing interest and
aware of. We come to know about our abilities abilities in choosing a career
when other people tell us that we are good at

something. It is also possible that we can develop Interests
our abilities in a particular area, if we have an

interest in it. Our interests and abilities may not

be in the same field. Our interests might change

through our lives.

\Abilities

<

Career options

Q1. Zubia loves to draw. But she'is'good
at singing.

Which of the following is Zubia’s ability?
a) Drawing
b) Singing

Q2. Pakur is very good at cooking. He loves to dance.

Which of the following is Pakur’s interest?
a) Cooking
b) Dancing
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Let’s learn how to identify your own interests and abilities

It is important to identify our interests while
planning a career. Working on the activities of our

interest gives us satisfaction and happiness. It is .
very important that an individual considers their 2 - ¢
strengths while choosing a career. Ability becomes 2 '

an important aspect for an individual to succeed at
a task. Having the ability to do the particular work

helps the individual feel motivated. It also ensures

that we deliver results at our workplace.

Let us now identify our interests and abilities. Think about your life and
answer the questions.

Interests

Q1. If you had free time in the next 48 hours, what would you do with it?

Q2. What do you answer when people‘ask you “What is your interest?”

Abilities

Q1. What talents'do'your friends and family know you for?

Q2. What skills do people usually come to you for?

Why is it important to identify our interests and abilities?




Activity
Time!

Read The Given Paragraph And Answer
The Questions.

Bishnoi is a successful fashion designer in Bombay. As a 15-year old boy, he used
to love singing. He used to participate in many singing competitions. He went for
a Talent Hunt auditions, but did not get selected.

He felt sad, and decided not to sing anymore.

After completing school, he joined a diploma course in fashion design. He
performed very well in theory and practical. He found out that he was very good
at dress-making and embroidery. He completed the course with the top marks in
his class.

Q1. What is Bishnoi's interest?

Q2. What are Bishnoi's abilities?

Q3. Was Bishnoi aware of his abilities?

Q4. How did Bishnoi become aware of
his abilities?

What I learnt today:

Puta « if you know this topic well.

Interests are those that one is passionate about. Abilities
are activities that one is good at and can.

I know how to identify my interests and abilities.

I know my Interests and abilities.
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10.3 Building My Career
Pathway

In this lesson you will learn :

1. Importance of career pathways

2. How to explore career pathways in different industries

-
What are the different career paths or routes open Thinking
to you after completing your trade? Box
1.

2.
3.
\- J

Let’'s learn about the importance of career pathways

Today we have a lot of career directions/ paths which were
not available to earlier generations. On the one hand, it is
exciting to have so many possibilities. But it can also feel
stressful and confusing, if we have no sense of purpose

or direction. We could waste precious time in low paying,
unsatisfying jobs. Choosing a career path early can give us
a good-start on a bright future.

A career path is a series of jobs that help you progress
towards your goals and objectives. For example, if your
goal is to become a principal, you'd typically start as a
teacher. You can apply for promotions and also learn
leadership skills to reach your goal.

After you complete studying, many career paths are
available to you. You can choose any path, depending
on your interests and abilities. Your career path is your
decision, others can only influence or inform you!

Tip: In the 21st century, newer jobs and career paths
are getting formed every 5 years. So if you decide on a
career path today, there is no need to stick to it 5 to 10
years later. If a better career path opens up for you, be
free to follow it.



The most important thing in choosing a career path is to balance between two things:
*  Your interests, talent & ability
« Demands, trends & jobs available in the market

With a career path you will:
e Have clarity on your future: Your goals can be clear to you, helping you choose the right jobs
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e Learn the right skills: Based on how you want to grow, you can choose the skills you want to learn
e Be flexible: You can choose your career path based on how the market demands are changing.

MODULE 10 |

Why is it important to plan your career path?

Let’s learn how to explore career pathways in different industries

Form a group of 3 people. Look at the posters given. These are career pathway posters for the following
careers:

*  Fashion designing

* Computer Operator and Programming Assistant (COPA)
+ Cosmetology

* Stenographer

As a group, go through each of the posters in detail. After you have gone through the posters, answer the
questions given at the end of each poster.
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— SKILLS TAUGHT IN ITI

CAREER PATHWAY

FASHION DESIGN

& TECHNOLOGY

— SKILLS TAUGHT INITI —’ﬁ SKILLS NEEDED BY COMPANY
Operate various types of conventional sewing Knowledge of stitching & neat finishing to make

.

machines a garment
® Learn about different types of weaving techniques ® Creativity to design and sketch patterns for
® Sketch the human body based on eight head theory fashion designing
@ Know the importance of colour, colour scheme & ® Knowledge of CAD software

colour wheel Specialization in pattern making, designing
@ Learn about surface ornamentation techniques on accessories for men, women & children

textiles & use of different painting, printing and
needlecraft techniques

® The knowledge of working with Computer Aided
Design (CAD) in apparel w
-~ CAREER PATHS FOR THIS TRADE
ENTRY LEVEL
Tailor, Apprentice, Semi-skilled Technician
JOB OPPORTUNITIES AFTER ITI l
Workshop assistant in government ITls = MIDLEVEL
® Garment factories as talor or sample maker Tailor skilled grade — I, Special machine
@ OCF, Avadi as a tailor operator, Assistant d

Designer in garment manufacturing units

SENIOR LEVEL

Charge man - Ordnance Clothing Factory
(OCF, Avadi), Self-employed, Entrepreneur.

UPSKILLING OPPORTUNITIES

Apprenticeship (NAC Certificate)

Apparel Training & Design Centre (ATDC) for
advanced training in fashion technology

Tl to learn surface ornamentation techniques
& embroidery.

Crafts Instructor Training Scheme (CITS) to
become an instructor in ITls

SKILLS NEEDED BY COMPANY

Knowledge of basic electronics Knowledge of working, upgrading, troubleshooting
Assemble and repair Personal Computers (PC) PCs and laptops
& laptops Server installation and configuration to manage
Hardware and software installation in PC & laptops office network
Proficiency in MS Office ( MS word, spreadsheet Network security

icati i i Safe handling of data
Knowledge of MS Office
Setup and configuration of Local Area Network (LAN)
Knowledge of internet usage

Installation and configuration of different types of
printers, plotters, & scanners

Setting up and configuring networking systems using
network devices

Sharing resources and internet connection through
the network

Implementation of network security protocol
Installation and configuration of Windows and

Linux servers

Browsing online and email communication

CAREER PATHS FOR THi$ TRADE
ENTRY LEVEL

Polytechnic Lab Assistant, ITI Workshop
Assistant, Data Entry Operator, Network
Trainee, Computer Service Assistant

MIDLEVEL

Senior Lab Assistant, Assistant Training
Officer, Senior Data Entry Operator, Executive
- Network Technician, Computer Service
Technician

SENIOR LEVEL

Foreman, Training Officer, Data Processing
Superintendent, Manager - Network
Administrator, Computer Hardware Engineer

JOB OPPORTUNITIES AFTER ITI

Jobs in central government like railways
Jobs in state government like government ITI,
polytechnics, and engineering colleges
Private companies like Wipro, HCL, DellTVS
Electronics, VI Microsystems, & Zebronics

co——

UPSKILLING OPPORTUNITIES

Apprenticeship (NAC Certificate).

Crafts Instructor Training Scheme (CITS) to become
an instructor in ITI

Network academy course to become a

network administrator

Q1. What are some of the skills
required to take up this
career?

Q2. What is the starting salary one can
expect in this career?

Q3. What are some new aspects that you
learned about this career through
this poster?

Q1. What are some of the skills
required to take up this
career?

Q2. What is the starting salary one can
expectin this career?

Q3. What are some new aspects that you
learned about this career through
this poster?




' . |_
CAREER PATHWAY *-Q Q1. What are some of the sKkills z
. . (U}
BASIB BUSMETULUGY@ required to take up this = =z
|_
3 career? S =
TECHNICIAN g .
! w
o<
x O
—— SKILLS TAUGHT IN ITI —Oﬁ SKILLS NEEDED BY COMPANY ﬁ O
® Beauty therapy & knowledge about beauty Knowledge of the newest trends in hair design, [a'd %
products fashion, makeup, and skincare
O S EEtee  S Blrel D e Sz
& other hair treatments Efficient customer service

@ Demonstrate different types of makeup & perform
basic correction makeup

Q2. What is the starting salary one can
JOB OPPORTUNITIES AFTER IT expect in this career?

Hair stylist, nail expert, beautician,
wedding and event stylist, makeup artist
Freelance makeup artist

o
-
w
-
2
a
(©)
=

ENTRY LEVEL
Trainees in beauty parlour

L ~==Q3-What are some new aspects that you

A Ao learned about this career through
ORTUNITIES

o — this poster?

Face Treatment, Film indust Craft Instructor Training Scheme (CITS)
specialist in star hotels, Entre to become an Instructor in ITIs
( Body Massage, Hairdresser, @ Courses in SPA treatments, aroma therapy,
run Cosmetology course) hair trichology, & skin analysis

Advanced Diploma courses.

&Eﬁﬁﬁﬂwﬁvv Q1. What are;some of the skills
IMMEDIATE SKII PREFERRED SKILL

: required to take up this
REQUIREMENTS REQUIREMENTS
i o2 oo it o oo career?

Q2. What is the starting salary one can
expect in this career?

Q3. What are some new aspects that you
learned about this career through
this poster?
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Activity
Time!
Continue with the same groups of 3 for this
activity. As a group, decide on any one career
path you want to explore (apart from the four
careers mentioned in the last activity). Research
on the career path that you choose. Try to collect
information based on the headings given in the
previous posters.

Once you have collected the information, write it
in the space given.
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Share the information with the class at the end of the activity.

What I learnt today:

Puta « ifyou know this topic welil.

1. A career path is a series of jobs that help you progress
towards your goals and objectives

In.the 21st century, newer jobs.and career paths are getting
formed every 5 years

Choosing a career path is to balance between your interests,
talent & ability + demands, trends & jobs available in the
market

Creating career pathway posters can give a lot of clarity on
that career
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10.4 Job Market Research

|_
&
2 2
SE
S a
. . 0%
In this lesson you will learn : iR
g2
1. How to explore the world of work U_“
2. How to conduct a market scan S
o]
2
(=]
S
/
What do you understand by the words “Job Market"? Thinking
Box
How can you get information about the “Job Market”?
\- J

Let’s learn how to explore the world of work

We have already learned about the world of work and its importance in previous lessons. In this lesson let’s
learn how to explore it for the growth of our career.

1992 2002 2022

Over the past 30 years, workplaces in India have been transformed. Typewriters are replaced with
computers and laptops. Landline phones have become mobile phones and so on. We have seen some of
these changes happen in our homes and schools too. But have you ever thought of the jobs that have
disappeared along with these changes? Are you aware of the new jobs that have been created?
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= With the example of the image above, think and make a list of jobs that have
s Q disappeared and jobs that have been created in the past 30 years
=
SE
w
> 0n
s / : ~
x O Jobs that have New jobs that
w O S. No. s
WA disappeared or reduced have been created
z
S %
- 1. Typewriter repair person Computer technician
Y
g 2. Postman or Postwoman Youtube videomaker
o
=
3.
4.
5.
- J

The world of work is always changing. We must be fully
aware of these changes. Only then we can plan our career
pathway.

Market Scan

Market scan is a process by which we can understand the
ever-changing world of work.
It helps us:

+ Identify the different career pathways available for
our interests and abilities

¢ Understand in more details about our chosen careers
¢ Learn the how to be successful in our careers

* Develop a plan to achieve our chosen career
* Getinspired by others in our field

Let’s learn how to conduct a market scan

1. Identify the career pathways you are =\ ([
interested in: You already know the difference
between a job and a career. While conducting
a market scan, focus on a career and not just
a job. Eg: Retail sales instead of a job at a
supermarket.

2. Identify Sources of Information: Identify
various sources where you can get information
about your chosen career. Eg: Internet, industry
visits, alumni, your teachers etc

SPECIAL EDUCATORS: BLIND, DEAF

or
+ Bachelors (B.£d) in Special
Education

+ Masters (M.£d) in Special Education

CAREER ﬁ joBs @

Special Educators teachi + schools or
professionals teach physically or + Hospitals

mentally handicapped children, + Specialised Clinics Complete Class 12

Young persons or adults, o those + Non-Governmental Organization 4 Bachelors (BA /B.5c) in any stream
with learning difficulties, atagiven  (NGO's) + Post Graduate Diploma in special
fevel of education. + Rehabilitation Centres. Education

Tasks &

Teacher for The Blind :
+Teaches el middle to blind pupils

142

Make a list of the different kinds of
information needed: What are the various
kinds of information you need to know about
your career? Eg: educational qualifications

using Braille system

+Instructs students in reading and writing braille, using slate and stylus or

braillewriter.

+Adapts school curriculum to meet needs of pupils, teaching subjects such as

mental arithmetic and music listening.

Teacher for the Deaf:

+Teaches elementary middle to deaf or hard-

of-hearing pupils using special skills.such as lip reading and teaches special

skills.

+Instruct pupils in formation and development of sounds for speech, using.
hearing aid or electrical ampli i

SPECIALISATION £

+ Teacher for the Blind/Deaf/Dumb
+ Mental Retardation

+ Autism

+ Handicapped children

+ Cerebral Palsy




necessary, technical skills required, etc.

Set targets and timelines: Set a timeline for yourself on how long you will take to collect all the
necessary information from all your sources

Prepare a Career Card: Bring together all the information you have collected about a particular career
in one place.

Share your knowledge: Share your career card and your knowledge with your friends. Learn from and
support each other so that all of us can grow together.

Are you clear about how to conduct a market scan? Let’s talk about the various ways to collect data
about a career in more detail.

1.

Internet: You already know that not everything online is true or correct. So how can you make sure

that you are getting the correct information?

a. Government Websites: websites of the Ministry of Labour,
Ministry of Human Resources etc have accurate information
about various industries in the country. They can also help
understand policies related to the industries. Policies can
show trends of where the world of work is heading towards.

b. Private websites: Trusted private websites such as
career search websites ( Naukri, timesjobs, Monster etc), and
professional networking websites ( Eg; Linked in) are all good
sources to understand career options. They may also help
you understand the requirements for a career option and talk
to people already in that career.

Newspapers and Magazines: Many newspapers and magazines publish supplements or articles
focused on career information. They contain information about existing or new career pathways,
interviews with professionals or experts in the field, or even about upcoming job fairs.

Career guidance agencies: These are agencies that provide services to help you understand your
career interests and possible pathways. They can bein person or online, paid or free.

Discussion with Professionals: One of the best ways to learn more about a career is to talk to
someone who is already associated with work. You can ask them how they started their journey, what
are their goals and expectations, what does their workday look like etc. You can also ask them about
what they like most about their career and what is most challenging.

Activity

ime!
Conduct a Market Scan Time!

As per the steps provided above, conduct a'market plan to help
you identify and select the best career path for you. Make sure
to use all the above methods to collect information. Share your
career cards with each other and discuss them in the class.

Below is a sample table to guide you.

a )

Question Information

Name Companies/Organizations
where you can find this type of work?

What are the
qualifications necessary?
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What are the additional skills
required in this career?

What does a day in the work
life look like?
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What is the most exciting
part of the work?

MODULE 10 |

What are some of the challenges
faced in the career?

What are the growth opportunities?

What is the expected
salary for a fresher?

Any other information necessary

What I learnt today:

Puta « if you know this topic well.

1. Market scan is:helpful in understandingthe ever-changing
world of work.

Identifying the career pathways, source of information,
target and timelines are crucial in market scan.

We must collect various data about a career using the
internet, newspapers, career guidance agencies and
working professionals.
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10.5 Goal Setting for Your
Career
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In this lesson you will learn :

1. How to define your long-term and short-term goals

MODULE 10 |

2. How to use SMART goals to prepare a plan for a job or career

Mention the top 3 things'you want to achieve in Thinking
the next 1 year Box

1.

2.

3.

Mention the top 5 things you want to achieve in
the next 5 years

1.

2.

- J

Let’s learn how to define your long-term and short-term goals

You must have often heard the term goal. Your teachers, your parents, and your elders must have asked
you “what is your goal”. What do they mean by goal?

A goal is what you deeply desire or wish for from your life. It is something you select from many choices,
make a plan to achieve it and take the right actions to achieve it.

Goal = Desire/Wish + Plan + Actions
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A long-term goal is something you want to
achieve well into the future.
Eg: Starting your own company.

A short-term goal is something you plan to
achieve within a year. Usually, it is one more step
towards achieving one of your long-term goals.
Sometimes they are also called Milestones.
Eg: Identify 3 investors for your start-up.
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I want to start my own \
company that produces low
cost home appliances J

Oh that’s a great
goal. What are your |
steps towards it?

First, I have to finish college\

with a top rank. Then I have

to get some experience in a
home appliance company.
After that I will start on the
steps for my own company j

4 )
Short-term goals Long-term goals
Smaller and easier to achieve Complex and harder to achieve
Timeline of weeks and months Timeline of years
Larger in number Fewer in number
Connected to your present situation Unc_ertgm Riighdcpepds on
L achieving short term goals )

A career goal refers to your vision of your career
pathway.

Eg: You want to become a CEO at a manufacturing
company or

you want to become an entrepreneur giving jobs to
100 people.

Career goals also are long-term and short-term.

Long term goal: Become CEO of a manufacturing
company

146

Short Term goals:

Get promoted

i,

Geta
management degree

Getajobata
manufacturing company

Graduate from ITI

And a lot of other steps like this till you can finally
achieve your long-term goal.



What is your career goal? What are the short-term goals that will help you
achieve your career goal?

4 )
Career goal Short-term goals

- J

You can do the same exercise for your personal goals too.

Rahul's goal is to score high marks in his 10th exams. He decides to study more
in order to achieve his goal. When the results came, Rahul scored 60%. This was
SMART Goals more than he had ever received before but Rahul and his family were all sad.

What do you think went wrong?

When we are setting our goals , we must be very clear about what we want. In the above example, ‘high
marks' is an unclear term. It can mean different things to different people. Similarly, what does study more,
mean?

If we have to achieve our goal, we need to be very specific and clear about it. SMART goals help us do this.

SMART stands for
( Wh lyd ish hieve? Eg: I I 80% i 10th
S | SPECIFIC at exactly do you wish to achieve? Eg: I want to get at least 80% in my 10t
exams.
- J
é . :
It should be possible to measure whether you have achieved your goal and also
if you are on your way to achieving your goal.
M | MEASURABLE Eg: I will study for 4 hours each day; I will take mock tests and check if I am close
to my target.
(S J
~
Be realistic when setting your goals.
Eg: If you are currently getting less than 50%, then aiming straight for more
than 80% may not work out.
J
)
Goals take time and effort. Make sure that your goals are useful for your
R | RELEVANT personal and/or professional life. Make a list of why it is important to achieve
this goal. Eg: Getting high marks in my 10th standard will help me get into my
choice of subject for 12th or ITIL.
J
e h
Have a specific timeline for your goal.
T Eg: This year’s 10th exam. )
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