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Strand #13.2:  Career Acquisition (Getting a Job)

CEW Standard #13.2.11A:  	Apply effective speaking and listening skills used in a job interview.
CEW Standard #13.2.11C:	Develop and assemble, for career portfolio placement, career acquisition documents.
CEW Standard #13.2.11E:	Demonstrate, in the career acquisition process, the application of essential workplace skills/knowledge.

Approximate Time: Sixteen 45-minute periods. 
Prerequisite Skills
Reading, Writing, Speaking and Listening*	
1.1.11 Learning to Read Independently
A.	Locate various texts, media and traditional resources for assigned and independent projects before reading.
B.	Analyze the structure of informational materials explaining how authors used these to achieve their purposes.
D.	Identify, describe, evaluate and synthesize the essential ideas in text. Assess those reading strategies that were most effective in learning from a variety of texts.
1.2.11 Reading Critically in All Content Areas
A.	Read and understand essential content of informational texts and documents in all academic areas.
C.	Produce work in at least one literary genre that follows the conventions of the genre.
1.3.11 Reading, Analyzing and Interpreting Literature
A.	Read and understand works of literature.
B.	Analyze the relationships, uses and effectiveness of literary elements used by one or more authors in similar genres including characterization, setting, plot, theme, point of view, tone and style.
E.	Analyze how a scriptwriter’s use of words creates tone and mood, and how choice of words advances the theme or purpose of the work.
F.	Read and respond to nonfiction and fiction including poetry and drama.
1.4.11 Types of Writing
B.	Write complex informational pieces.
D.	Maintain a written record of activities, course work, experience, honors and interests.
E.	Write a personal resume.
1.5.11 Quality of Writing
A.	Write with a sharp, distinct focus.
B.	Write using well-developed content appropriate for the topic.
E.	Revise writing to improve style, word choice, sentence variety and subtlety of meaning after rethinking how questions of purpose, audience and genre have been addressed.
F.	Edit writing using the conventions of language.
1.6.11 Speaking and Listening
A.	Listen to others.
C.	Speak using skills appropriate to formal speech situations.
D.	Contribute to discussions.
E.	Participate in small and large group discussions and presentations.
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*
None
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Performance Standards
	Performance Standard
	Suggested Evaluation Method

	1. Locate and describe current Child Labor Laws and Working Papers according to teacher criteria with 100% accuracy.
	Written assignment

	2. Develop team-building and decision-making strategies in a simulated business environment according to teacher criteria (based on Spencer Kagan’s cooperative learning strategies and corporate standards for the job interview).
	Written assignment

	3. Create an appropriate resume, cover letter and follow-up thank you letter according to current industry standards as covered by the instructor with 100% accuracy.
	Written assignment

	4. Demonstrate appropriate interview behaviors in a simulated job interview according to teacher criteria (based on corporate standards for the job interview).
	Performance – Evaluation Forms


Suggested Projects
None
Multiple Intelligence Types
Verbal/Linguistic
Interpersonal
Intrapersonal
Resources
1.	Performance Standards for 13.2.11A,C,E
See page 3 of this document
2.	Human Resources: Guidance Counselor
High School Guidance Department
3.	Website: Internet articles – Getting and Keeping a Job
www.careerbuilder.com Click on “Advice & Resources” (far right of the horizontal menu bar). Scroll to the bottom center of the Advice & Resources page for a wealth of short articles on getting and keeping a job.
4.	Newspaper: Help Wanted Ads
	School Library
5.	Handout: interview Sign-Up Form
See attached
6.	Handout: List of interview questions
	See attached

7.	Website: Resume/cover letter samples
	Any search engine or www.careerbuilder.com “Advice & Resources” page.
8.	Website: Thank You letter samples
	Any search engine or www.careerbuilder.com
9.	Handout or PowerPoint (teacher made from list): Job Interview: 35 of the Most Common Reasons for Rejection
	See attached
10.	Handout: Potential Job Applicant Evaluation
	See attached

Equipment/Materials/Software
1.	ActivBoard, Chalkboard or Overhead Projector
	Any supplier
2.	Computer lab or individual laptops with internet access
	Any supplier
3.	Multi-colored pocket folders
	Any supplier
4.	MS Office PowerPoint
	Any supplier
5.	Conference table, 4 chairs
	Any supplier

Suggested Learning Sequence
	Strategy
	Outline
	Resources/Equipment

	Performance Standard 1
	
	

	Motivational Set/
Discussion
	Ask: How many of you have or will have a driver’s license? Will you be getting a summer job? Do any of you already have a part-time job? What did you have to do to get your job? (Allow students to share their experiences). Explain that in this unit students will be simulating the formal job search process; and by the time they’re done, they will have all the materials and skills they need to successfully find a part-time or, eventually, a full-time job. Post unit objectives on the chalkboard, overhead or ActivBoard.
Related Academic Skills: 1.6.11D
Related SCANS/Soft Skills: Personal Qualities B,C
	Resource #1
Equipment #1




	Assignment
	Have students research Child Labor Laws and how to secure Working Papers. Form triads with the following roles: one person speaks to the school guidance counselor, one person searches the internet and one person records the information.
Related Academic Skills: 1.1.11A,D; 1.2.11A
Related SCANS/Soft Skills: Interpersonal A; Information A,D
	Resource #2
Equipment #2

	Assessment
	Use teacher discretion as to the format for submission. Possible Formats: have students write longhand on a teacher handout, respond to a prompt on Moodle or create a GoogleDoc, where students can collaborate in creating the final document.
Related Academic Skills: 1.2.11C; 1.4.11D; 1.5.11F
Related SCANS/Soft Skills: Basic Skills B
	Equipment #2

	Performance Standard 2
	
	

	Motivational Set/
Discussion
	Ask students to put themselves in an employer’s place. What kind of employee would they want to hire? Create a class list of qualities and skills.
Related Academic Skills: 1.6.11E
	

	Activity
	Have students individually read an article identifying the types of skills for which employers are looking. Have students write a brief comparison/contrast of the class-identified list of skills and those identified in the article. Share some of these aloud and discuss discrepancies in the two.
Related Academic Skills: 1.2.11A; 1.4.11B; 1.5.11B; 1.6.11D
Related SCANS/Soft Skills: Information A
	Resource #3

	Activity
	Divide students into triads to form “companies”. Have each company create a name, service/product and job opening. Phrase this job opening in the form of a “Help Wanted” advertisement. To be relevant, stress that these job openings must be typical of the kinds of part-time employment for which teenagers would be likely to apply, e.g. counter help, movie usher, sales clerk, ride operator, computer service provider, lawn service provider, etc. Have students submit the job opening forms to the teacher for approval. Return them to students to correct all errors in form and/or content. These and subsequent forms should be placed in a pocket-folder with the company name and the names of the triad.
Related Academic Skills: 1.5.11A; 1.6.11A,D
Related SCANS/Soft Skills: Interpersonal A
	Resource #4
Resource #5
Equipment #3

	Activity
	Hand out a list of common interview questions used in the job interview. Explain the difference between open-ended and close-ended questions and the reasons for each type. Have the triads work together to label the questions as O – open-ended or C – close-ended. Review group answers as a class and talk through any disagreement until students understand the two types of questions.
Related Academic Skills: 1.1.11B
Related SCANS/Soft Skills: Information C
	Resource #6

	Evaluations
	Have “company’ triads select/adapt 9-12 questions (3 or 4 per interviewer) that they will ask job applicants in the coming job interview simulation.
Related Academic Skills: 1.6.11A,E	
Related SCANS/Soft Skills: Interpersonal A,E
	Resource #6

	Performance Standard 3
	
	

	Activity
	The teacher should briefly summarize the various job openings created by the triad “companies”. Then post all of the completed and corrected Help Wanted ads around the room. Have students browse the job postings and sign their name at the bottom of the posted job form for which they would like to apply. Limit the number of students who may sign-up for any given job posting to 3-4 and limit students to applying for only one job posting. Students may not, of course, apply for their own company’s job opening.
Related Academic Skills: 1.6.11A
	Resource #5

	Presentation/ Discussion
	Once students have had a chance to “apply” for one of the job postings, the teacher should make 3 or 4 copies of each job posting, and give a copy to each applicant to help him/her tailor his/her resume to that particular job. Using whatever means available (overhead, ActivBoard, poster), the teacher should point out the various parts of a quality resume and cover letter. Discuss with students experiences and qualities they can put in their resumes, which they might not think to mention, such as volunteer work, babysitting or leadership roles or awards in school, community or extra-curricular activities. Along with the job posting, each student should be given sample resumes, cover letters and thank you letters or be directed to a web link containing samples. 
Related Academic Skills: 1.6.11A
Related SCANS/Soft Skills: 
Personal Qualities A,B,D,E

	Resource #7
Resource #8
Equipment #1

	Assessment
	Using computer lab or classroom laptops, have students type a resume, cover letter and thank you letter. Students should be constantly encouraged to pay attention to details of both form and content and to seek help when needed. Students should use their actual education and experience so that this resume is in a usable format for the student when he or she seeks a real, part-time job. Students must correct all errors in both form and content. The final copy must be printed, folded, placed in an addressed envelope and given to the “company” to which the student is applying. These resumes, cover letters and thank you letters will be added to the company folders mentioned previously.
Related Academic Skills: 1.4.11E; 1.5.11A,B,E,F
	Equipment #2

	Performance Standard 4
	
	

	Presentation/ Discussion
	Using a PowerPoint presentation or handout, explain some common Do’s and Don’ts regarding verbal and nonverbal interview behaviors. Encourage student questions and discussion.
Related Academic Skills: 1.6.11A,D
	Resource #9
Equipment #4

	Activity/Discussion
	Using volunteers, role play these job interview behaviors. Encourage student volunteers to exaggerate a given behavior. This adds humor and reduces their urge to “play it for laughs” making it more likely for them to respond believably during the actual interview.
Related Academic Skills: 1.6.11A,E
	

	Activity
	Invite a guest employer from the community to talk with the class about the interview process. Using a volunteer group, who will receive extra credit for going first and for submitting to an oral critique, invite the guest to take part in the first company interviews. Conduct an oral critique afterward.
Related Academic Skills: 1.6.11A,C,D
Related SCANS/Soft Skills: Interpersonal A,B;
Personal Qualities A,B,C,D,E; Thinking A,B,C
	Resource #10
Equipment #5

	Assessment
	Conduct the remaining student interviews over the next several days (with guest employer, if possible).

To ensure students are actively watching and listening to the interviews, assign one or two students per interview to act as official observers of both the interviewees and interviewers. These observers should be given a short evaluation form of behaviors to complete. The forms will differ depending on whether the student-observer is watching an interviewer or an interviewee. Stress that these student observations are an important back-up to the teacher’s observations because the teacher is trying to watch everything that is going on and may miss something. Students usually respond positively when they know that their observation reports are providing a service to the teacher. Also, this assures better feedback during the debriefing after the interview. Instruct each triad to organize their “company” folder and submit it to the teacher for a grade.
Related Academic Skills: 1.6.11A,C,D
Related SCANS/Soft Skills: Interpersonal A,B; 
Personal Qualities A,B,C,D,E
	Resource #10
Equipment #3


Related SCANS/Soft Skills
Resources
None
Interpersonal
A. Participates as Member of a Team – contributes to group effort
B. Teaches Others New Skills
E. Negotiates – works toward agreements involving exchanges of resources, resolves divergent interests
Information
A. Acquires and Evaluates Information
C. Interprets and Communicates Information
D. Uses Computer to Process Information
Systems
None
Technology
None
Basic Skills
B. Writing – uses or prepares budgets, makes forecasts, keeps records and makes adjustments to meet objectives
Thinking Skills
A. Creative Thinking – generates new ideas
B. Decision Making – specifies goals and constraints, generates alternatives, considers risks and evaluates and chooses best alternative
C. Problem Solving – recognizes problems and devises and implements plan of action

Personal Qualities
A. Responsibility – exerts a high level or effort and perseveres towards goal attainment
B. Self-Esteem – believes in own self-worth and maintains a positive view of self
C. Sociability – demonstrates understanding, friendliness, adaptability, empathy and politeness in group settings
D. Self-Management – assesses self accurately, sets personal goals, monitors progress and exhibits self-control
E. Integrity/Honesty – chooses ethical courses of action
Related Worksite/Work Based Activities
None
Additional Resources
1.	Website: CEW Toolkit
http://www.pacareerstandards.com/entrepreneurship.php 



______________________________
This planning guide was written by Velma A. Burrows, High School Teacher, Central Columbia 
School District, Bloomsburg, PA. 

Funding for this lesson planning guide was provided by the Central Pennsylvania Workforce Development Corporation’s Gold Medal Initiative and the Pennsylvania Department of Labor and Industry. The lesson planning guide was created under the direction of Outreach for K-12 at Pennsylvania College of Technology.
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Interview Sign-up Form

Student Interviewers:

1. _________________________________
2. _________________________________
3. _________________________________

Name of Company and Address:
	____________________________________
	____________________________________
	____________________________________

Product or Services the Company Sells:  _______________________________________
________________________________________________________________________

Help Wanted (give a detailed description of the job and the kind of skills and education you are looking for in the successful job candidate):  _____________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Interested candidates please sign-up below (no more than 3 may sign-up for this job).
1. __________________________________
2. __________________________________
3. __________________________________
Employers’ Checklist

Opening the Interview:  
· Main goal – establish rapport with the candidate
1. Greet the applicant by name
2. Shake hands with the applicant
3. Introduce yourself, your position with the company, and the other team of interviewers
4. Ask the applicant to “have a seat,” make small-talk, tell them how the interview will proceed

Body of the Interview
· Main goal – get the applicant to talk
1. Ask about 3 or 4 questions each
2. Use a variety of both open-ended and close-ended questions
3. Ad-lib follow-up questions as the need arises

Closing the Interview
· Main goal – politeness
1. Ask the applicant if he or she has any questions
2. Thank them for taking the time to talk with you
3. Give them your business card
4. Encourage them to “give me a call” if they have any questions

Evaluation of the Applicant
· Record your impressions of each applicant using the rating sheet your teacher will provide
· After all three applicants have been interviewed, choose one and explain orally and in writing why that applicant was chosen over the other two.  Be specific in your reasoning.
Resource #5


O = open-ended         C  =  close-ended
___1.   What are your future vocational plans?
	2.   In what type position are you most interested?
___ 3.   What are your ideas on salary?
___ 4.   Can you forget your education and start from scratch?
	  5.  What do you think determines a person's progress in a good company?
	6.   Are you looking for a permanent or temporary job?
___ 7.   Do you prefer working with others or by yourself?
___ 8.   What kind of boss do you prefer?
___ 9.   How did previous employers treat you?
	10. Can you get recommendations from previous employers?
___ 11.  Do you like regular hours?
	12.  How do you plan to address your weaknesses?
	13.  Define cooperation.
	 14.   What do you do to keep in good physical condition?
___ 15.   Are you willing to go where the company sends you?
___ 16.   What job in our company would you choose if you were completely free to do so?
___ 17.   Explain the types of books you have read?
	18.   What type of people seem to "rub you the wrong way?"
___ 19.   What jobs have you enjoyed the most? 
___ 20.   How do you feel about overtime work?
	 21.   What are the disadvantages of your chosen field?
	 22.   What have you done that shows initiative and a willingness to work?
___ 23.   Tell me a story.
	 24.   Can you take instructions without feeling upset?
	 25.   Do you feel you have done the best scholastic work of which you are capable?
___ 26.   Tell me about your previous job.
Resource #6
	27.    Explain your strengths and how they will help you in this position.
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JOB INTERVIEW
35 of the Most Common REASONS FOR REJECTION
1. Asks no questions about the job
2. High pressure personality
3.  Radical ideas
4. Indefinite response to    questions
5. Sloppy application or resume
6. Unwilling to go where employer wants to send you
7. Name-dropping
8. Low moral standards
9. Lazy
10. Loafs during vacation
11. Strong prejudices
12. Narrow interests
13. Inability to take criticism
14. Late for the interview
15. Failed to express appreciation for interviewers’ time
13. Inability to take criticism
14. Late for the interview
15. Failed to express appreciation for interviewers’ time
16. Condemns past employers
17. Lack of social understanding, e.g. don’t act like you own the place
18. Marked dislike for school
19. Fails to look interviewer in the eyes
20. Limp handshake
21. Little sense of humor
22. Only wants job a short time
23. Doesn’t know anything about the company 
24. Overemphasis on $$$
25. Poor grades
26. Expects too much, too soon
27. Makes excuses
28. Lack of maturity
29. Lack of courtesy, poor manners
30. Poor personal appearance
31. Overbearing - “know-it-all”
32. Poor voice, diction, or grammar
33. No career goals
34. Lack of enthusiasm
35. Lack of confidence & poise; nervousness

Resource #9
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Applicant’s Name: 							

1 – needs improvement	2 – fair	3 – good	4 – very good	5 – excellent
Resume/Cover Letter	1	2	3	4	5
(neatness, spelling, clearly written, presents a positive first impression of the applicant)
Qualifications for the job	1	2	3	4	5
(based on resume and interview)
General Appearance	1	2	3	4	5
(neat, clean, fits company’s image in the community)
Energy/Enthusiasm	1	2	3	4	5
Professionalism & Maturity	1	2	3	4	5
(elaborates well on each question, demonstrates respect for others, confident but not arrogant, 
avoids nervous fidgeting)
Communication Skills	1	2	3	4	5
(listening, voice/grammar, eye contact, posture)
Overall Impressions	1	2	3	4	5
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