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Preface

v

Welcome to Introduction to Health Care & Careers! This 
text provides students beginning their health care edu-
cation with the fundamentals they need to develop their 
personal and professional skills, understand their chosen 
profession, and succeed in the world of health care. This 
text was conceived and designed specifically to meet the 
growing market demand for a book that gives the best of 
both worlds—skill development and career choice infor-
mation.	

Introduction to Health Care & Careers will satisfy instruc-
tors’ need for a text that blends those two essential con-
tent areas while sounding the appropriate depth in cross-
discipline knowledge and focusing on appropriate allied 
health careers.

Additionally, its student-friendly approach will help 
users excel in their study. The text and its ancillary 
materials are packed with features that foster learning 
and retention. A proven-effective “workbook style,” in 
which topics are followed by exercises to reinforce the 
learned material is the format preferred by students and 
instructors alike. 

Mission

The mission of Introduction to Health Care & Careers 
is to be the essential resource for introductory health 
care courses. To this end, the book perfectly balances 
background information, core competencies, and 
career information, supplying everything beginning 
health care students need—and leaving out what they 
don’t. Critical content is not obscured by excessive 
detail.

The content is informed throughout by the three 
skill sets designated by the National Health Care Skill 

Standards Project (NHCSSP) as essential functions of 
health care practitioners:
l	Therapeutic functions maintain or change the health 

status of the client over time; they include care manage-
ment, dental assisting, dietetics, home health, medical 
assisting, nursing, pharmacy, rehabilitation, respiratory 
care, social work, and others.

l	Diagnostic functions create a picture of client health 
status at a single point in time; they include cardiology, 
imaging, medical laboratory, radiography, and others.

l	Information Services functions document client care; 
they include medical records management, risk man-
agement, unit coordination, utilization review, and oth-
ers. (NHCSSP)

The chapters in Part IV: Career Profiles are organized 
around these functional groups, giving students greater 
context for each of the profiled health professions.

Ideal Organization

Introduction to Health Care & Careers is seamlessly orga-
nized to guide students through the content in a logical, 
progressive fashion:
l	Part I, The World of Health Care. The book begins 

by showing students the lay of the land in today’s health 
care system, including its history and present state, 
health care facilities, professionals, and trends. A broad 
look at the all-important subject of health care econom-
ics follows, including various health care institutions, 
payment methods, managed care, cost containment, 
and efficient use of resources. Part I concludes with the 
issues of law, ethics, and professionalism that beginning 
health care students must grasp to succeed.
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vi 	 P re face

l	Part II, Personal and Professional Skills. Building 
on the groundwork established in Part I, this section 
of the book helps students develop the personal quali-
ties and “soft skills” they’ll need in order to become 
successful health professionals, including personal 
and professional behavior, stress management and 
personal health, communication skills, diversity, criti-
cal thinking and problem-solving, and teamwork and 
leadership.

l	Part III, Workplace Skills. This essential part of the 
book provides students with the core competencies and 
skills they’ll need regardless of their chosen health pro-
fession, including computers and technology, medical 
terminology basics, medical documentation, medical 
math, safety and infection control, body mechanics, 
vital signs, and first aid and emergency procedures.

l	Part IV, Career Profiles: The Most In-Demand 
Professions. With a strong focus on orienting students 
to the realities of working in health care, this section 
begins with an overview of the many careers available 
today in the health professions. Building on these over-
views, the chapters in this section provide in-depth pro-
files of more than 30 in-demand professions, clustered 
by function: medical and surgical patient care, nursing 
patient care, dental patient care, laboratory and phar-
macy services, diagnostic and imaging services, therapy 
and rehabilitation, and health information and admin-
istration.

l	Part V, Essentials of Human Anatomy and Physiol-
ogy. This final section of the book is included to pro-
vide an introduction to one of the toughest subjects that 
most health professions students must face: the human 
body itself. 

Engaging Features

This text uses a variety of features to engage students with 
the content. Every chapter contains essential textbook 
features that frame and reinforce the content. Chapter 
Features include:
l	Chapter Objectives that define key topics and con-

cepts at the beginning of each chapter
l	Key Terms lists that alert readers to important con-

cepts that will be defined within the chapter and include 
pronunciations for the most challenging words

l	Chapter Wrap-Ups that offer self-assessment and fur-
ther opportunity for study with:
l	 Chapter Highlights bulleted summaries;
l	 Review Questions including matching, multiple 

choice, and short answer elements;
l	 Investigate It active learning exercises; and
l	 Recommended Reading for independent explora-

tion.

In addition, Special Features appearing regularly 
throughout the text will captivate readers and make 
learning lively and fun:
l	CheckPoints throughout the chapters pose questions 

to reinforce and review each section’s content.
l	On Location boxes are brief scenarios followed by 

open-ended questions to prompt students to think crit-
ically about what they’re learning.

l	Newsreel features highlight current trends and research 
information, emphasizing for students the constant 
growth and development of health care knowledge.

l	Career Levels tables show at-a-glance educational 
requirements, projected job growth, and average sala-
ries.

l	Health Care Specialty boxes focus on a particular 
profession, giving a definition and highlights of the 
job. 

l	Extra! Extra! boxes feature pertinent and fascinating 
facts about the human body.

l	Zoom In features offer insider tips about key aspects of 
patient care or other on-the-job practices as well as key 
information about working in health care.

l	Spotlight on Skills outline typical tasks of health care 
workers in a variety of professions, showing students 
a snapshot of what it’s like to provide care in the real 
world. 

l	Procedures are step-by-step, how-to descriptions of 
basic tasks required in many health professions, such 
as taking oral temperature and handwashing, that also 
include rationales for each step.

Readers will also appreciate the Glossary of terms pro-
vided as well as the very useful appendixes such as Profes-
sional and Government Resource Organizations. 

Student Resources

Carefully designed ancillaries, available on this text’s 
online site, will offer still more opportunity to reinforce 
and retain skills and concepts learned from the text. In 
this blockbuster package, students are given free access 
to a host of captivating tools and exercises. Get a learning 
advantage with these exciting Bonus Features:
l	Spanish/English audio glossary
l	Videos and animations
l	Study Guide
l	Worksheets
l	Competency Evaluation Forms
l	Anatomy & Physiology Module with Heart & Lung 

Sounds
l	and more!
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	 P re face 	 vii

Instructor Resources

For instructors, the text comes with access to Power-
Point presentations, lecture outlines, and an image bank, 
Answers to Checkpoint and Chapter Wrap Up Ques-
tions, Answers to Worksheets, Study Guide Answer Key, 
and Test Bank. See the inside front cover of this book 
for instructions on how to gain access to these and other 
resources designed specifically to help instructors teach 

more effectively, or contact your Jones & Bartlett Learn-
ing Account Representative. 

Embarking on a career in health care is both an 
admirable decision and a rewarding pursuit. Introduc-
tion to Health Care & Careers provides the foundation 
vital to success in this worthwhile endeavor. It makes 
teaching and learning about health care meaningful 
and exciting.
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User’s Guide

Introduction to Health Care & Careers offers an engaging, student-friendly approach to learning the fundamentals of a 
career in health care. Using a workbook style and multiple opportunities for self-assessment coupled with up-to-date 
career data, it will provide you with both skill development and career choice information in a logical, meaningful pro-
gression. Along the way, more than a dozen different bonus features will guide you through the material and captivate 
your imagination, to help you understand and retain the information you are learning. Let’s take an imaginary tour of 
these bonus features to make sure you reap all the many benefits this book has to offer!

Part Opening Features

Part openers provide both a table 
of contents of chapters in each 
part as well as a concise overview 
of each chapter contained there. 
Understanding the broader con-
text of what you are learning will 
deepen your grasp of the material. 
Use this helpful feature to under-
stand what is covered in each part 
and as a roadmap for what comes 
next.
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x 	 User’s  Guide

Chapter Opening Features

Each chapter offers a variety of fun features to comple-
ment and enliven the narrative text. Immerse yourself in 
these features to savor each chapter to the fullest.

CheckPoints interspersed throughout chapters pose 
1 or 2 short-answer, recall questions for you to answer 
based on what you have read so far. They also provide 
interludes for you to pause and reflect on what you have 
learned. Complete each CheckPoint to steadily build 
your knowledge and reinforce learning before continu-
ing on to the next section. 

The opening page of each chapter 
offers multiple entry points into 
the material ahead and a variety 
of effective methods for review 
of that information. For example, 
Chapter Overviews briefly intro-
duce the chapter to come and 
provide a synopsis of its contents. 
These jumping-off points are 
opportunities to spark lively and 
provocative classroom discussion 
as well as individual deliberation. 
Also kicking off each chapter are 
the following features: 
l	 Chapter Objectives list key 

learning goals for the chapter. 
This useful feature has a triple 
function: First, review these 
objectives at the beginning of 
the chapter to familiarize your-
self with what you need to take 
away from the chapter. Second, 
when you have finished the 
chapter and its accompanying 
exercises, revisit the objectives 
to assess your level of mastery. 
Third, refer back to objectives 
lists to provide an effective 
framework for test prep. 

l	 Key Terms alphabet-
ized lists present need-to-know 
terms for the specific chapter 

Intrachapter Features

content covered. Alerting readers to important concepts that will be defined within the chapter and in the end-of-
book Glossary, this feature also includes pronunciations for the most challenging words. For your convenience, each 
term appears in boldface at its first use in the chapter. These lists structure each chapter and offer an alternate means 
of chapter review and study. 
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On Location boxes depict brief scenarios involving 
patient interactions or other health care tasks that a health 
care worker might actually encounter. Each scene is fol-
lowed by open-ended questions that ask you to think criti-
cally about how you might act or what you might suggest 
in such a circumstance based on what you are learning. 
Enjoy this advance opportunity to walk in a health care 
professional’s shoes for a while and visualize yourself in 
your future career!

Health Care Specialty boxes focus on a particular profes-
sion, giving a definition and highlights of the job. These 
boxes can help you decide where you would like to specialize 
in your career.

Newsreel features brief “articles” on 
current trends and research information. 
Keeping you informed in the constantly 
growing and developing field of health 
care, this feature is your very own medi-
cal “journal,” conveniently located right 
inside your textbook!
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Extra! Extra! boxes feature pertinent and fascinating facts 
about the human body. Use these boxes to expand your 
knowledge of topics related to key concepts such as blood 
facts. You’ll be amazed at what your body can do— and 
inspired to contribute to the world of heath care!

xii 	 User’s  Guide

Career Ladder tables break down specific occupa-
tions, such as nursing, into basic career details to 
show you the practice at a glance. Educational and 
licensing requirements, projected job growth, and 
average salaries are categorized by job and feature 
the most up-to-date data available. Use Career 
Ladder to make side-by-side job comparisons and 
choose the right fit for you!

Zoom In features offer useful facts and tips about 
patient care and other on-the-job practices. Get an 
inside look into working in health care with these snap-
shots of key day-to-day aspects of the job. Use this sneak 
peek to help you make the jump from classroom to job.
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Procedures are sequential how-to descriptions 
for performing the basic skills required across a 
variety of health care professions. They include, for 
example, taking an oral temperature, handwash-
ing, and first aid for shock. Use Procedures boxes 
to become familiar with many of the skills you will 
need to learn no matter what health care career you 
choose. Follow along with detailed step-by-step 
instructions and example photographs until you 
are comfortable performing the skill depicted. To 
ensure that you not only remember what to do but 
also why, rationales for each step are given. Know-
ing that you are prepared with basic skills will give 
you the confidence you need in your future job.

Spotlight on Skills focuses on typi-
cal tasks of health care workers in a 
given health profession, such as medical 
assistant, to give you an exciting glimpse 
of what it’s like to work in that role. Full-
color photographs accompany step-by-
step descriptions of basic tasks required 
of that position, such as how to perform 
an intradermal injection, to show you 
the “real thing.” Use this feature both 
as advance practice in basic skills and, if 
you haven’t done so already, to help you 
choose the right job for you.
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End-of-Chapter Features Chapter Wrap-Ups end each chapter on 
a high note. Providing the triple benefit of 
review, self-assessment, and suggestions for 
further exploration, these features are your 
chapter support network, assuring that you 
have mastered the chapter content. In Chapter 
Wrap-Ups you will find:
l	 Chapter Highlights that provide you with a 

summary of the chapter in easy-to-skim and 
remember bullet points. Make sure you take 
away the chapter’s most significant concepts 
by reviewing this list. Also use Chapter 
Highlights to study for tests and quizzes. 

l	 Review Questions help you check your learn-
ing and prepare for exams. A variety of the 
most effective question formats are given at 
the end of each chapter to keep you on your 
toes and engaged. They are organized into 
groups by type: 
l	 Matching, Multiple Choice, and True/False 

questions check your retention of the 
facts you learned in the chapter. 

l
	 Short Answer and Open-Ended questions 
require you to apply your learning of facts 
and concepts to show that you have not 
only remembered information but also 
have a good grasp of its significance for 
health care. 

l	 Investigate It activities invite you to take 
your health care knowledge outside of the 
classroom into the world at large to develop 
a fuller understanding of your chosen career. 
Complete these active learning exercises to 
connect your education with your future and 
begin to explore the professional sphere.

60

Chapter Wrap-Up 

CHAPTER HIGHLIGHTS

● Personal qualities and skills that are important for any successful health care professional in-
clude enthusiasm, optimism, self-esteem, honesty, patience, cooperation, organization, respon-
sibility, fl exibility, and sociability.

REVIEW QUESTIONS

Matching

 1.  A belief about the worth or importance of something that acts as a standard to 
guide one’s behavior.

 2.  Ability to act and make decisions without the help or advice of others.

Multiple Choice

 6. Important personal skills for those entering a health care profession include
 a. organization c. sociability
 b. fl exibility d. all of the above

Completion

11.  may be caused by any number of physical, chemical, or emotional factors and 
can produce both physical and emotional tension.

12. A common stimulant that can stay in a person’s system from 6–12 hours is .

Short Answer

16. Why are enthusiasm and optimism important qualities for health care workers?

INVESTIGATE IT

1. What are your strongest personal qualities? Which qualities do you feel are your weakest? Use 
the Internet to search for information on personality assessment resources, such as the Myers-
Briggs Type Indicator and StrengthsFinder. See the inside front cover for details on how to 
access all the student resources that accompany this text.

RECOMMENDED READING

Eade, Diane M. Motivational Management; Developing Leadership Skills. Available at: http://www.
adv-leadership-grp.com/Motivational_Article.html. 

Heroux, Neomi. Nutrition and Diet; Clean Living Could Reduce Your Cancer Risk. Available at: 
http://www.healthnews.com/nutrition-diet/clean-living-could-reduce-your-cancer-risk-2706.
html.

l	 Recommended Reading lists offer you suggestions for independent exploration of key chapter topics. Use these well-
researched resources to learn more about the aspects of health care that intrigue and excite you.

l	 Websites for Selected Professional Organizations lists are your very own library of resources in a convenient and easy-
to-locate spot. Visit these websites to obtain additional information about topics covered in the particular chapter, 
to learn more about a particular organization, and to determine whether one might be right for you to one day join.
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Art Program

Because so many of us are visual learners, throughout 
this textbook, you’ll find real-life photographs to com-
plement the narrative, help you make visual connections, 
and view the world health care workers inhabit.
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Summary

This book is your passport to a career in health care. It will make your studying easier and more enjoyable, and in 
doing so, it will also enhance your understanding. Every aspect of this book—each special feature, each photograph, 
each topic—was crafted with you, the student, in mind. Working in health care is a worthwhile pursuit; it is our goal 
to make sure that you find your path to that career intriguing and rewarding. Introduction to Health Care & Careers is 
“just what the doctor ordered”!

xvi 	 User’s  Guide
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