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Competency #2: Apply job search skills to seek, evaluate, apply for and accept employment.

Lesson Planning Guide

Workplace Readiness
High School Level
Duty H:  Employability and/or Career Development
Competency #2:  Apply job search skills to seek, evaluate, apply for and accept employment.
Approximate Time: Five 45-minute periods. 

Prerequisite Skills
Workplace Readiness Competencies
None
Reading, Writing, Speaking and Listening*
1.4.11 Types of Writing
C. Write persuasive pieces.

E. Write a personal resume.
1.6.11 Speaking and Listening
A. Listen to others.

Mathematics*
None
Science and Technology*

None
Career Education and Work*

13.2.11 Career Acquisition (Getting a Job)
A.
Apply effective speaking and listening skills used in a job interview.
Performance Standards

	Performance Standard
	Suggested Evaluation Method

	1. Identify job sources when seeking employment with 85% accuracy according to teacher criteria.
	Written assignment

	2. Complete a job application and resume with 100% accuracy and neatness according to assigned project criteria.
	Performance – evaluate using criteria

	3. Demonstrate appropriate interview traits to landing a job with 90% accuracy according to teacher criteria.
	


Suggested Projects

None
Multiple Intelligence Types

Verbal/Linguistic
Interpersonal

Resources
1.
Handout: Job Wanted Ads
Teacher selected
2.
CAPS Modules: #32, Develop a resume
The Professional Personnel Development Center
Penn State University

CAPS Modules, 2003

http://voc.ed.psu.edu

3.
Handout: Examples of Job applications/Resumes
Teacher selected
4.
CAPS Modules: #33, Practice skills needed to be successful in a job interview.

The Professional Personnel Development Center

Penn State University

CAPS Modules, 2003

http://voc.ed.psu.edu
5. Guest Resource Person

Teacher selected
Equipment/Materials/Software
1. Overhead projector and screen

Any supplier

2. Transparency of job wanted ads

Teacher made

3.
Computer with word processing software
Any supplier
Suggested Learning Sequence

	Strategy
	Outline
	Resources/Equipment

	Performance Standard 1 & 2
	
	

	Introduction
	Show students job ads on an overhead and ask them what they would do to apply for this position and ways to seek other positions of interest. List the key points on the board.
	Resource #1
Equipment #1

Equipment #2

	Presentation/ Discussion
	Identify process to apply for a job: application, resume and interview. Show examples of a completed application and different resumes with various styles. Discuss other resources to use for seeking employment: Career Link, School career center, newspapers, word of mouth, job boards, door-to-door and networking.
	Resource #2, Module #32
Resource #3

	Activity
	Have the students complete an application and resume. Take students to computer lab to complete resume together.
Related Academic Skills: 1.4.11 C, E
	Resource #3
Equipment #3

	Assessment
	Have students hand in the completed job application and resume for evaluation. The application and resume are to be used later during the interview process.
	

	Performance Standard 3
	
	

	Introduction
	Have students read the article on “Job Interviewing”.
	Resource #4, Module 33

	Discussion
	Conduct a class discussion on important characteristics an employer is looking for during an interview and discuss guidelines for dressing for an interview.
Related Academic Skills: 13.2.11 A
	Resource #4, Module 33

	Activity
	Break students into groups of two and have each group prepare a list of do’s and don’ts to interviewing. Read and narrate “interview” in the CAPS Module.
Related Academic Skills: 1.6.11 A

Related SCANS/Soft Skills: Interpersonal A
	Resource #4, Module 33

	Activity
	Have students complete Activity 1-3.
	Resource #4, Module 33

	Assessment
	Invite an outside resource person to interview students. Have students dress the part and have the application and resume from previous assignment to give to the interviewer. Have the interviewer use the form from the module to evaluate student performance. Provide students with immediate feedback on the interview.
	Resource #5


Related SCANS/Soft Skills
Resources

None
Interpersonal

A. Participates as Member of a Team

Information

None
Systems

None
Technology

None
Thinking Skills

None
Personal Qualities

None
Related Worksite/Work Based Activities

None
Additional Resources

1.
Textbook: Chapter 7, Succeeding in the World of Work
Glencoe, 7th Edition
Kimbrell, Vineyard, "Succeeding in the World of Work"

McGraw-Hill, 2003.

______________________________
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