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Lesson Planning Guide
Job Acquisition Skills: Letter of Introduction, Resume, and Job Application

Strand #13.2: Career Acquisition (Getting a Job)

CEW Standard #13.2.8 C:  Prepare a draft of career acquisition documents, such as, but not limited to: Job application, letter of appreciation following an interview, etc.
Approximate Time: Six 45-minute periods. 
Prerequisite Skills
Reading, Writing, Speaking and Listening*
1.4.8 Types of Writing
B.	Write multi-paragraph informational pieces (e.g., letters, descriptions, reports, instructions, essays, articles, interviews).
1.5.8 Quality of Writing
B.	Write using well-developed content appropriate for the topic.
· Gather, determine validity and reliability of an organize information.
· Employ the most effective format for purpose and audience.
· Write paragraphs that have details and information specific to the topic and relevant to the focus.
C. 	Write with controlled and/or subtle organization.
· Sustain a logical order within sentences and between paragraphs using meaningful transitions.
· Establish topic purpose in the introduction.
· Reiterate the topic and purpose in the conclusion.
F.	Edit writing using the conventions of language.
· Spell common, frequently used words correctly.
· Use capital letters correctly.
· Punctuate correctly (periods, exclamation points, question marks, commas, quotation marks, apostrophes, colons, semicolons, parentheses).
· Use nouns, pronouns, verbs, adjectives, adverbs, conjunctions, prepositions and interjections properly.
· Use complete sentences (simple, compound, complex, declarative, interrogative, exclamatory and imperative).
1.6.8 Speaking and Listening
E.	Participate in small and large group discussions and presentations.
· Initiate everyday conversation
· Select a topic and present an oral reading.
· Conduct interviews as part of the research process.
· Organize and participate in informal debates.
Mathematics*
None
Science and Technology*
3.3.10 Biological Sciences
A.	Explain the structural and functional similarities and differences found among living things.
· Identify and characterize major life forms according to their placement in existing classification groups.
· Explain the relationship between structure and function at the molecular and cellular levels.
· Describe organizing schemes of classification keys.
· Identify and characterize major life forms by kingdom, phyla, class and order.
B.	Describe and explain the chemical and structural basis of living organisms.
· Describe the relationship between the structure of organic molecules and the function they serve in living organisms.
· Identify the specialized structures and regions of the cell and the functions of each.
· Explain how cells store and use information to guide their functions.
· Explain cell functions and processes in terms of chemical reactions and energy changes.
Career Education and Work*
None
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Performance Standards
	Performance Standard
	Suggested Evaluation Method

	1. Using notes, compose a letter of introduction, reflecting qualities of an available position and including 100% of the identified key elements as listed on the format sheet.
	Written criteria (rubric)

	2. Generate a resume, including 100% of the identified key elements, using personal data and format sheets, according to teacher criteria. 
	Written criteria (rubric)

	3. Prepare a job application, with 100% accuracy and neatness, according to teacher criteria.
	Written criteria (rubric)


Suggested Projects
None
Multiple Intelligence Types
Verbal/Linguistic
Interpersonal
Resources
1. Newspaper clippings: help wanted ads	
Teacher selected (local newspapers, online sources, etc.)
2.	Handout: sample letters of introduction
Teacher selected (online) : Jobstar Central – http://jobstar.org/tools/resume/cletters.php#Good 
3.	Rubric – letter of introduction
Teacher created: RubiStar – http://rubistar.4teachers.org/index.php 
4. Handout: cell structure/function notes and resources
Teacher created; biology or life science textbook (grade/curriculum specific) 
5. Handout: word bank (related cell structure/function vocabulary)
Teacher created
6. Handout: descriptions of high-interest jobs
Teacher selected (online): Searchable Job Description Database –
 http://www.job-descriptions.org 
7. Handout – sample resumes (variety of formats)
Teacher selected (online): JobStar Central – http://jobstar.org/tools/resume/index.php 
8. Format sheet – resume
Teacher created
9. Rubric – resume
Teacher created: RubiStar – http://rubistar.4teachers.org/index.php 
10. Handout: sample job applications
Teacher selected (online)
11. Template – downloadable job application
Teacher created and posted online

Equipment/Materials/Software
1. highlighters/markers
Any supplier
2. chart paper (large)
Any supplier
3. overhead projector and screen
Any supplier
4. scanner
Any supplier
5. computer with word processing software
Any supplier
6. computer with Internet access
Any supplier
Suggested Learning Sequence
	Strategy
	Outline
	Resources/Equipment

	Performance Standard 1
	
	

	Introduction
	Show students samples of “Help Wanted” ads from the local newspaper, online sources, etc. Ask them to select one of the jobs for which they would like to apply. As a class, generate a master list of what steps would need to be taken in order to apply for a position of interest.
	Resource #1
Equipment #1
Equipment #2

	Presentation/ Discussion
	Begin with a general discussion of letters of introduction. Discuss their purpose and essential elements. In groups, ask students to compare two letters of introduction and highlight similar elements in each using the same color-coding. Review elements identified.
Related SCANS/Soft Skills: Interpersonal A
	Resource #2
Equipment #1

	Activity/ Demonstration
	Post a large, “Help Wanted” ad for a job of interest to students. As a class, compose a letter of introduction for the job. Assist in “thinking aloud” and providing guidance in the composition.
Related Academic Skills: 1.4.8 B; 1.5.8 B,C,F; 1.6.8 E
	Resource #1
Equipment #1
Equipment #2
Equipment #3
Equipment #4




	Assessment
	Have students assume the persona of a plant cell organelle (chloroplast). From the perspective of a “chloroplast”, have students compose a letter of introduction, expressing interest in the position of photosynthesis manager for a “plant”. An understanding of key vocabulary must be conveyed. Students should utilize any available word-processing software. Use of a word bank is permitted. (Note: A different cell organelle or other structure of an organism may be substituted to meet particular curriculum-specific goals.)
Related Academic Skills: 1.4.8 B; 1.5.8 B,C,F; 
3.3.10 A,B
Related SCANS/Soft Skills: Information D
	Resource #2
Resource #3
Resource #4
Resource #5
Equipment #5

	Performance Standard 2
	
	

	Introduction
	Distribute a job description for students to view (select a high-interest position from a local newspaper or posting). Ask students to generate lists of basic qualities, education and skills an individual would need to secure the position.
	Resource #6

	Presentation/ Discussion
	Distribute copies of three examples of resumes of varying styles. In groups, ask students to analyze, collaborate and rank the candidates in order, from most qualified to least qualified for the job posted. Evidence and justification for the selection process must be of sound reasoning and clearly communicated.
Related Academic Skills: 1.6.8 E
Related SCANS/Soft Skills: Interpersonal A; Information B
	Resource #7
Equipment #6

	Activity
	Using a given format sheet and sample resumes of varying styles, assign students the task of working collaboratively to generate a resume of a chloroplast (plant cell organelle) who would be qualified for the position of “Plant Photosynthesis Manager” (Note: A different cell organelle, or other structure of an organism may be substituted to meet particular curriculum-specific goals.).
Related Academic Skills: 1.5.8 F; 1.6.8 E; 3.3.10 A,B
Related SCANS/Soft Skills: Interpersonal A
	Resource #4
Resource #5
Resource #7
Resource #8
Equipment #6

	Assessment
	Using a given format sheet and sample resumes, assign students the task of generating their own, personal resume. Students should utilize any available word-processing software.
Related Academic Skills: 1.5.8 B,F
Related SCANS/Soft Skills: Information B,D; Technology B
	Resource #7
Resource #8
Resource #9
Equipment #5

	Performance Standard 3
	
	

	Introduction
	Distribute a packet of sample job application forms. Compare and contrast differing forms. Examine and discuss variations in requested information.
	Resource #10
Equipment #6

	Presentation/ Discussion/ Demonstration
	Conduct a class discussion focusing on key elements/characteristics found on a completed job application that an employer would be looking for when selecting qualified applicants to interview. Demonstrate how to download, save and insert data into a basic job application (online).
Related Academic Skills: 1.6.8 E
Related SCANS/Soft Skills: Interpersonal A
	Equipment #2
Equipment #3
Equipment #6

	Activity
	Using a hard copy of a job application form, assign pairs of students the task of completing the application from the perspective of a “chloroplast” – including fictitious, but appropriate information and data related to the organelle’s functions/experiences. (Note: A different cell organelle, or other structure of an organism may be substituted to meet particular curriculum-specific goals.)
Related Academic Skills: 1.5.8 F; 1.6.8 E; 3.3.10 A,B
Related SCANS/Soft Skills: Interpersonal A
	Resource #4
Resource #5
Resource #10

	Assessment
	Using a downloadable job application form (online), assign students the task of downloading and completing the application using personal information. Information should be entered using the designated computer program.
Related Academic Skills: 1.5.8 F
Related SCANS/Soft Skills: Information B,D; Technology B
	Resource #11
Equipment #5
Equipment #6


Related SCANS/Soft Skills
Resources
None
Interpersonal
A. Participates as Member of a Team – contributes to group effort
Information
B. Organizes and Maintains Information
D. Uses Computer to Process Information
Systems
None
Technology
B. Applies Technology to Task – Understands overall intent and proper procedures for setup and operation of equipment
Basic Skills
None
Thinking Skills
None
Personal Qualities
None
Related Worksite/Work Based Activities
None
Additional Resources
1.	Textbook: Life Science
Any grade-appropriate life science text (NOTE : This lesson can be adapted to incorporate a variety of organisms/structures found in a basic life science/biology textbooks.)
2.	Website: CEW Toolkit
http://www.pacareerstandards.com/entrepreneurship.php 



______________________________
This planning guide was written by Abbey Flick, 7th Grade 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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Letter of Introduction
RUBRIC

Student Name: _____________________________________________     Date: ___________________


	CATEGORY
	4
	3
	2
	1

	
Grammar & spelling (conventions)
	No errors in grammar or spelling. 
	1-2 errors in grammar and/or spelling. 
	3-4 errors in grammar and/or spelling 
	More than 4 errors in grammar and/or spelling. 

	
Capitalization & Punctuation
	No errors in capitalization and punctuation. 
	1-2 errors in capitalization and punctuation. 
	3-4 errors in capitalization and punctuation. 
	More than 4 errors in capitalization and punctuation. 

	
Sentences & Paragraphs
	Sentences and paragraphs are complete, well-constructed and of varied structure. 
	All sentences are complete and well-constructed (no fragments, no run-ons). Paragraphing is generally done well. 
	Most sentences are complete and well-constructed. Paragraphing needs some work. 
	Many sentence fragments or run-on sentences OR paragraphing needs lots of work. 

	

Ideas
	Ideas were expressed in a clear and organized fashion. It was easy to figure out what the letter was about. 
	Ideas were expressed in a pretty clear manner, but the organization could have been better. 
	Ideas were somewhat organized, but were not very clear. It took more than one reading to figure out what the letter was about. 
	The letter seemed to be a collection of unrelated sentences. It was very difficult to figure out what the letter was about. 

	

Neatness
	Letter is typed, clean, not wrinkled, and is easy to read with no distracting error corrections. It was done with pride. 
	Letter is neatly hand-written, clean, not wrinkled, and is easy to read with no distracting error corrections. It was done with care. 
	Letter is typed and is crumpled or slightly stained. It may have 1-2 distracting error corrections. It was done with some care. 
	Letter is typed and looks like it had been shoved in a pocket or locker. It may have several distracting error corrections. It looks like it was done in a hurry or stored improperly. 

	

Format
	Complies with all the requirements for a letter of introduction. 
	Complies with almost all the requirements for a letter of introduction. 
	Complies with several of the requirements for a letter of introduction. 
	Complies with less than 75% of the requirements for a letter of introduction. 






Created at::  rubistar.4teachers.org
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Resume
RUBRIC

Student Name: _____________________________________________     Date: ___________________


	CATEGORY
	4
	3
	2
	1

	
Grammar & spelling (conventions)
	Writer makes no errors in grammar or spelling. 
	Writer makes 1-2 errors in grammar and/or spelling. 
	Writer makes 3-4 errors in grammar and/or spelling 
	Writer makes more than 4 errors in grammar and/or spelling. 

	
Capitalization & Punctuation
	Writer makes no errors in capitalization and punctuation. 
	Writer makes 1-2 errors in capitalization and punctuation. 
	Writer makes 3-4 errors in capitalization and punctuation. 
	Writer makes more than 4 errors in capitalization and punctuation. 

	

Word Choice
	Phrases and/or sentences use descriptive adjectives and strong action words throughout. 
	A majority of phrases and/or sentences use descriptive adjectives and action words, but some need clarification. 
	Some use of descriptive adjectives and action verbs. Phrases/sentences need to be revised to improve clarity. 
	Minimal use of descriptive adjectives or action verbs. Phrases lack clarity and focus. 

	

Audience 
	The audience is clearly addressed and the purpose is clearly stated.
	The audience is addressed but more focus is needed.  The purpose is not clearly stated.  
	The audience is implied, but not clearly addressed.  The purpose is unclear. 
	Minimal or no indication of a particular audience or purpose.  

	

Format
	Resume uses a reverse chronological format. Headers are clear and appropriate. Product clearly demonstrates a level of professionalism. 
	Resume uses a reverse chronological format, with some errors. Headers are included, but are not entirely appropriate/ professional. 
	Resume format needs significant revision. Headers are used but need revision for concision and professionalism. 
	Resume does not use reverse chronological format. Headers are not appropriate or are not included in most instances. 

	

Neatness
	Resume is typed, clean, not wrinkled, and is easy to read with no distracting error corrections. It was done with pride. 
	Resume typed, but is slightly wrinkled and/or contains markings/stains. It contains no distracting error corrections. 
	Resume is typed, but is wrinkled and/or marked/stained. It contains a few distracting error corrections. 
	Resume is not typed and/or is extremely wrinkled and/or marked with stains. Pride in the product is clearly absent. 
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APPLICATION FOR EMPLOYMENT


PERSONAL INFORMATION		               		  DATE:______________

                                                                                                                                                                  
Name:       	
	  Last			      First			   Middle
Address:
              Street			          (Apt)		        City, State                   Zip

Alternate Address:
                                              Street			         City, State                   Zip

Contact Information:       (        )                                (       )
                                Home Telephone                             Cellular                            Email

How did you learn about this company? 

POSITION SOUGHT:	_____________________   Available Start Date:______________


Desired Pay Range:  ______________________      Are you currently employed? _____
                                    By: ___ Hour    ___ Salary  (check one)
			                    

EDUCATION
   
	                                      Name and Address                      Dates Attended               Degree                  Major/Course of Study 
	
High School
	
	
	
	

	
College or University
	
	
	
	

	
Specialized Training,
Trade School, etc…
	
	
	
	

	
Other Education
	
	
	
	


Please list any special skills, proficiencies or other information that relates to your ability to perform effectively in the position for which you are applying.







PREVIOUS EXPERIENCE

Please list (begin with most recent)
 

    Dates Employed 	          Company Name		         Address                                    Job Title
	


	
	
	



Tasks performed: 





Reason for leaving: 




    Dates Employed 	       Company Name		           Address                                    Job Title
	


	
	
	



Tasks performed: 





Reason for leaving: 



    Dates Employed 	       Company Name		           Address                                    Job Title
	


	
	
	



Tasks performed: 





Reason for leaving: 
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