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Competency #3: Demonstrate employability skills needed to get and keep a job.

Lesson Planning Guide

Workplace Readiness
High School Level
Duty H:  Employability and/or Career Development
Competency #3:  Demonstrate employability skills needed to get and keep a job.
Approximate Time: Six - Eight 45-minute periods. 

Prerequisite Skills
Workplace Readiness Competencies
A. Communication
1. Apply strategies to enhance effectiveness of all types of communications in the workplace.

7. Apply basic skills for work-related oral communication.

9. Apply active listening skills to obtain and clarify information.
Reading, Writing, Speaking and Listening*
1.6.11 Speaking and Listening
A. Listen to others.

D. Contribute to discussions.

E. Participate in small and large group discussions and presentations.
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.

13.3.11 Career Retention and Advancement

A. Evaluate personal attitudes and work habits that support career retention and advancement.
Performance Standards

	Performance Standard
	Suggested Evaluation Method

	1. Demonstrate skills needed to be successful in a job interview with 90% accuracy according to the evaluation check sheet.
	Performance on checklist

	2. Identify and demonstrate ways to keep a job and maintain a positive attitude with 95% accuracy according to the module activities.
	Written test


Suggested Projects

None
Multiple Intelligence Types

Verbal/Linguistic
Visual/Spatial

Interpersonal

Resources
1.
CAPS Modules: The Capstone Activity Packets through PPDC
The Professional Personnel Development Center

Penn State University

CAPS Modules, 2003

http://voc.ed.psu.edu

2.
Textbook: Succeeding in the World of Work
ISBN 0-07-828034-6
Kimbrell and Vineyard

Glencoe McGraw Hill Company, 7th Edition
Woodland Hills, CA

3.
Test: Getting and Keeping a Job
Teacher made
Equipment/Materials/Software
None
Suggested Learning Sequence

	Strategy
	Outline
	Resources/Equipment

	Performance Standard 1
	
	

	Introduction 
	Do Bill ringer “Tell me About Yourself” question. Explain that this question is usually part of the interview process. See how students answer this question.
	

	Presentation
	Review with the students personal characteristics and guidelines an employer looks for during an interview. Use Checklist Activity 1-1 and Checklist 2-2 (Dress for Interview). 
	Resource #1, #33

	Activity
	Have students role-play Activity 1-2 (Interview Scenario) and Activity 1-3 (Interview Questions).
Related Academic Skills: 1.6.11 A, D, E; 13.2.11 A

Related SCANS/Soft Skills: Interpersonal A
	Resource #1, #33

	Class Assessment
	Use the Activity 2-1 (Interview Evaluation Form) to evaluate student interview performance.
	Resource #1, #33

	Performance Standard 2
	
	

	Introduction
	Do Bell Ringer “What is Success Measured By?” Have the students write one-word answers and then briefly discuss the opinions.
	Resource #1

	Presentation/ Discussion
	Review with the students successful traits to keeping a job:
A. Showing Interest and Positive Attitude

B. Initiative and Assertiveness

C. Maintain Self-Control

D. Attendance and Punctuality

E. Good communication skills

Related Academic Skills: 13.3.11 A
	Resource #1, 

#10-13, 20-24

Resource #2, Chapter 13

	Activity
	Have the students complete activities in Modules #10-13 & #20-24.
	Resource #1, 
#10-13, 20-24

	Assessment
	Class participation and review with the class questions for Chapter 13. Give the students a final test on “Getting and Keeping a Job”.
	Resource #2, Chapter 13
Resource #3


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

None
______________________________

This planning guide was written by Donna K. Mayes, Co-op Coordinator, Keystone Central, Lock Haven, PA.
* Academic Standards, Pennsylvania Department of Education
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