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Competency #7: Apply basic skills for work-related oral communication.

Lesson Planning Guide

Workplace Readiness
High School Level
Duty A:  Communication
Competency #7:  Apply basic skills for work-related oral communication.
Approximate Time: Three 90-minute periods. 

Prerequisite Skills
Workplace Readiness Competencies
None
Reading, Writing, Speaking and Listening*
1.6.11 Speaking and Listening
C. Speak using skills appropriate to formal speech situations.

1.7.11 Characteristics and Functions of the English Language
B. Analyze when differences in language are a source of negative or positive stereotypes among groups.
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.

E. Demonstrate, in the career acquisition process, the application of essential workplace skills/knowledge, such as, but not limited to:

· Commitment

· Communication

· Dependability

· Health/safety

· Laws and regulations (that is Americans with Disabilities Act, Child Labor Law, Fair Labor Standards Act, OSHA, Material Safety Data Sheets)

· Personal initiative

· Self-advocacy

· Scheduling/time management

· Team building

· Technical literacy

· Technology
Performance Standards

	Performance Standard
	Suggested Evaluation Method

	1. Identify the general speaking skills necessary for work-related oral communication as described in the textbook with 85% accuracy.
	Activity

	2. Identify the telephone speaking skills as described in the textbook with 85% accuracy.
	Oral

	3. Identify the public speaking skills necessary as described in the textbook with 85% accuracy.
	Written test


Suggested Projects

None
Multiple Intelligence Types

Verbal/Linguistic
Interpersonal

Resources
1.
Textbook: From School to Work
ISBN 1-56637-940-7

Author: Littrell, Lorenz and Smith

Publisher:
Goodheart-Willcox Co.


Tinley Park, IL 60477-6243

2.
Handout: List of Sentences
Teacher made
3.
Student Activity Guide for From School to Work

ISBN 1-56637-970-9

Author: Littrell, Clasen and Pearson

Publisher:
Goodheart-Willcox Co.


Tinley Park, IL 60477-6243
4.
Handout: Evaluate Speaking Skills
Teacher made

5.
Written test which addresses all three performance standards

Teacher made
Equipment/Materials/Software
None
Suggested Learning Sequence

	Strategy
	Outline
	Resources/Equipment

	Performance Standard 1
	
	

	Motivational Set
	Give an overview of what will be covered in class today while disregarding the guidelines for effective speaking (i.e. use poor grammar and/or articulation, sarcastic tone of voice, lack of eye contact, etc.). Resume good speaking habits and ask the students whether they understood what you were trying to communicate. Explain the importance of speaking well.
	

	Reading Assignment
	Have the students read the information on the speaking skills in the textbook.
	Resource #1, 
Pages 96 – 97

	In-Class Activity
	Give students a list of sentences to speak to each other practicing the effective speaking skills.
Related Academic Skills: 1.6.11 C; 13.2.11 A
	Resource #2

	Performance Standard 2
	
	

	Review/ Introduction
	Ask students how the effective speaking skills they have just discussed and practiced apply to speaking on the telephone.
	

	Reading Assignment
	Have the students read the information on the speaking skills in the textbook.
	Resource #1, 
Pages 97 – 98

	In-Class Discussion
	Have students read the case study from the textbook that addresses telephone etiquette. Discuss the case study questions with them and evaluate their performance.
Related Academic Skills: 1.7.11 B; 13.2.11 A
	Resource #1, Page 97

	Performance Standard 3
	
	

	Review/
Introduction
	Ask students how effective speaking skills apply to public speaking? Give examples of appropriate speaking skills.
	

	Reading Assignment
	Require the students to read the “Speaking to a Group” section of the textbook.
	Resource #1, 

Pages 98 – 100

	Assignment
	Have each student prepare a brief speech on a topic and present it to the class. Have the audience evaluate their classmates’ speaking skills using the provided guideline.

Related Academic Skills: 1.6.11 C
	Resource #3, Chapter 5,

Activity H

Resource #4

	Test
	Give students a written test on all of the basic skills for work-related oral communication.

Related Academic Skills: 1.6.11 C; 13.2.11 A, E
	Resource #5


Related SCANS/Soft Skills
Resources

None
Interpersonal

None
Information

None
Systems

None
Technology

None
Thinking Skills

None
Personal Qualities

None
Related Worksite/Work Based Activities

None
Additional Resources

None
______________________________
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