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Competency #9: Apply active listening skills to obtain and clarify information. 

Lesson Planning Guide

Workplace Readiness
High School Level
Duty A:  Communication
Competency #9:  Apply active listening skills to obtain and clarify information.
Approximate Time: One 90-minute period. 

Prerequisite Skills
Workplace Readiness Competencies
None
Reading, Writing, Speaking and Listening*
None
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 qualities of active listening as described in the textbook with 85% accuracy.
	Written quiz


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: Excerpts for Listening Skills
Teacher made
3.
Handout: Reproducible master 5-2 from Teacher Resource CD for From School to Work
ISBN 1-56637-973-3
Author: Littrell, Lorenz and Smith

Publisher:
Goodheart-Willcox Co.

Tinley Park, IL 60477-6243
4.
Quiz: Listening Skills
Teacher made
Equipment/Materials/Software
None
Suggested Learning Sequence

	Strategy
	Outline
	Resources/Equipment

	Performance Standard 1
	
	

	Introduction/ Discussion
	Have students discuss with a partner how they know someone is listening to them. Explain the importance of listening skills to the students.
Related SCAN/Soft Skills: Interpersonal A
	

	Reading Assignment/ Demonstration
	Have the students read the information on the listening skills in the textbook. Identify and demonstrate to the students the qualities of active listening. e.g. job interview
	Resource #1, Pages 83-84

	In-Class Activity
	Distribute copies of reproducible master 5-2 for student reference. Have students practice active listening skills used in a job interview with a partner. Also, have one student from the pair read a section of the handout aloud and the other summarize the information based on what they heard. Students should then reverse roles.
Related SCAN/Soft Skills: Interpersonal A
	Resource #2
Resource #3

	Quiz
	Give the students a quiz on the qualities of an active listener.
Related Academic Skills: 13.2.11 A, E
	Resource #4


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
______________________________
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