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Lesson Planning Guide
Skills for a Successful Interview

	Strand:
	13.2
	Career Acquisition (Getting a Job)

	CEW Standard
	13.2.11.A:
	Apply effective speaking and listening skills used in a job interview.


Grade Level: 10th Grade, 11th Grade, 12th Grade 
Approximate Time: Five or more 45-minute class periods (depending upon how much in-class time is given to the students and how many presentations are planned)
Big Ideas:
· Effective speaking, listening, and writing skills are essential in the career acquisition process.
Essential Questions:
· What are the most effective speaking and listening skills used in a job interview?
Vocabulary
None
Rationale
	This lesson puts the students in charge of their learning by having them research the topic of effective speaking and listening skills that are utilized during a job interview. In addition, the lesson gives the students a degree of creative freedom; in that they will determine the means by which they will present their findings on effective speaking and listening skills used in a job interview. Their final product will then be presented to the class.
I recommend that the student or student groups present the teacher with their findings and a proposal for their means of presenting the information they have gathered. This gives the teacher the opportunity to make sure the students are on the right track and that their means for presentation are appropriate and on task. The only guidelines the students will have include an instruction worksheet and the rubric that will be used to assess their final presentation. 
Encourage your students to use their talents and be creative. The final presentations will serve to reinforce the information they have gathered and the means by which the information is presented will likely appeal to most, if not all learning types.



Objectives
	Objectives
	Method of Summative Evaluation

	1. Students will research and present information on effective listening and speaking skills with 80% accuracy based on the presentation rubric.
	Presentation evaluation – rubric


Resources
1.	Video - Sketch: Interview Failure
http://bizkids.com/clip/sketch-interview-failure
2.	Student resource - The Do’s and Don’ts of a Successful Interview: Speaking and Listening Skills
See attached
3.	Rubric - Presentation Rubric
See attached
Equipment/Materials/Software
1. Computer/laptop with internet access
2. Data projector and screen
3. Student computers/laptops with internet access and Microsoft Word or similar software
4. Printer
Instructional Procedures
	Strategy
	Outline
	Resources/ Materials
	Related Skills

	Objective 1 - Students will research and present information on effective listening and speaking skills with 80% accuracy based on the presentation rubric.

	Introduction/ Discussion
(Bellringer)

	After students are seated ask them to get a piece of paper and a pencil. Tell the students that they are going to watch a brief BizKids video called “Sketch: Interview Failure” and they should note as many negative points about the video as they see. There are plenty to choose from in this short sketch.
After the video, discuss the errors the interviewee made during the interview. Include in your discussion what could have been done to make the interview successful.
	Resource 1
Equipment 1
Equipment 2
	


	Motivational set


	When the discussion is complete tell the students that this lesson will help prepare and polish their interview skills. Explain that they will be researching effective listening and speaking skills that are utilized during a job interview. When the research is complete, they will use the information to prepare a presentation that highlights their findings.
Note that this particular presentation has a high degree of freedom because they will determine how to obtain the information and they are responsible for designing the means by which they will present the information.
	









	


	Instruction

	Distribute student resource - The Do’s and Don’ts of a Successful Interview: Speaking and Listening Skills and the Presentation Rubric. Read through the presentation instructions and address any questions the students may have. Read through the rubric for the presentation and address any questions the students may have.
Stress to the students this is their opportunity to use their creative talents and present their findings in a unique and interesting way. Also include that if they choose to work in a group it’s up to them to make sure everyone does their part. Remind them that they all know each other, so they are completely aware of those who work hard and those who work less hard. They should choose their partners carefully and be perfectly clear about the expectations of their group. Working independently is also an option and this method certainly has both positive and negative points.
Finally, remind the students that all the research is done independently and if they choose to work in a group, they will have plenty to offer when the group compares notes from their findings. 
	Resource 2
Resource 3

	


	Research Activity

	Instruct the students to begin their research. Monitor the students and address any questions or issues that may arise. If a student chooses to get the information from someone who interviews prospective employees, he or she should develop a series of questions that will be used to get the information they want. Regardless of their choice, they should be busy with this task. When the students’ research is complete, it should be submitted to the teacher.
The due date for the research is flexible. Those students who choose to interview may require extra time.
	Equipment 3
Equipment 4
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	Instruction
	After the students have submitted the research, instruct them that it is time to organize their thoughts and details and, if they choose, their groups for their presentations. Review the Presentation Proposal section of the presentation instructions. Answer any questions the students may have. If students seem unable to organize encourage them to discuss their ideas as a class and this should help generate interest and get students to gravitate toward their interest.
	Resource 2
	

	Activity






	Instruct the students to use the class time to figure out their presentation and work on their proposal. Give the students time to network and get their ideas organized. Monitor their progress.
Those who have chosen to work independently can begin writing their proposals. Proposals should be submitted to the teacher by the due date. Once the teacher has approved the proposal, students should begin working on their presentations. Due date for the presentations, size limits on groups, and approval of the actual proposals are left to the discretion of the teacher. Remind the students of the rubric that will be used to evaluate their proposal. Suggest that they use the rubric as a resource as they are developing their presentations.
	Resource 3
Equipment 3
Equipment 4
	

	Presentation
	On the determined date, have students present their findings to the class. Presentations will be assessed using the Presentation Rubric. After each presentation encourage the students to comment and discuss what they have learned. 
	Resource 3
	13.2.11.A


Formative Assessment
To make sure students understand proper interview procedures, as a class, they review their selections of the improper interview procedures demonstrated in a video. The research they complete is reviewed by the teacher to provide the opportunity for feedback. Finally presentation proposals are approved by the teacher before students begin working on their development.
Suggested Instructional Strategies
Active Engagement, Auditory, Explicit Instruction, Nonlinguistic Representation, Project Based Learning, Verbal/Linguistic, Visual/Spatial, Webb’s Depth of Knowledge (Extended Thinking, Recall, Skill/Concept, Strategic Thinking), Higher Order Thinking (Analyze, Application, Comprehension, Creation/Synthesis, Knowledge)
WHERE TO
	W
	The motivational set (Bellringer) that includes the brief BizKids video, “Sketch: Interview Failure” will demonstrate why this lesson is important and will help them discover and apply the skills that will help them through a successful interview. By discussing the negative points the interviewee exhibits in the video and determining a better approach, students will begin to consider all the skills they will need for a successful interview. The criteria for the lesson is clear in the assessment rubric and easily monitored by the teacher with checkpoints that include submitting research findings and/or annotated articles and a detailed proposal of the presentation.

	H
	The students will be hooked by this lesson as they take on the responsibility for their learning by digging around the world wide web for the information they need. Once they have the information, they will have the creative freedom to develop a means to present the information to the class. This freedom also includes the choice to work independently or in a group. The lesson is both thought provoking and engaging as the students contemplate the possibilities and develop a successful means to combine their talents and the topic. They will be challenged as they think through their idea and write their proposal. These challenges will vary based upon their approach, and as they strive to exceed expectations rather than just meet them using the rubric.

	E
	This lesson provides a genuine learning experience by putting the student in charge of his/her own learning experience throughout the lesson. Students will explore the big idea as they research speaking and listening skills that are used in a successful job interview, putting them in charge of where to look, and by determining what information is useful. 
They will again take charge of their learning as they think through their proposal and decide to proceed on their own or utilize the talents of their peers. Along with this comes the real life challenge of working with others, cooperating and negotiating a through a plan, and following through as a group.  
The rubric clearly shows the high expectations for this lesson and the students can use this to help guide them to a successful final performance.

	R
	The students will reflect and rethink the core ideas as they develop their proposals for their presentations. Students who choose to work in a group will discuss the key elements with the other group members as they determine what information to include in their proposals and presentations. Teacher reviews of information gathered and of the proposals submitted will provide an opportunity for feedback. Peer feedback will also occur throughout the lesson as the students discuss the information they have found, create and rehearse their presentations, and at the completion of the final performance.

	E
	Checkpoints for evaluation are built in as the students complete their research and submit their proposals for the final evaluation. The teacher will be able to monitor and direct the students should assistance be required. This lesson is designed to highlight the students’ strengths, talents, and creativity in their work; the rubric will guide and challenge them as they apply these talents to the task at hand. Students can easily use the rubric to guide and assess their presentation. They can also use these guidelines to challenge themselves to exceed rather than meet expectations.

	T
	Individuality, interest, brains dominances, modes of learning, and intelligences will be determined by the student/group as they create their final performance. This lesson encourages the student to make the lesson his/her own and share it with the class. Suggestions for modifying this lesson include: providing a website; supplying printed information; reading the material with students who need additional support; ESL students can search for information in their native language, or present in their native language and interpret for the class; this lesson can easily be taken one step further for all students by following it up with mock interviews for all the students.

	O
	The work will be performed in steps. The instructions clearly lay out these steps, with items submitted for review by the teacher after each step. The rubric clearly organizes the high expectations for the final performance. The freedom to create and design the means by which they will present their information will help assure maximum engagement as the students incorporate their own interests and talents into the project.


______________________________
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Name: __________________________________________________


The Do’s and Don’ts of a Successful Interview: Speaking and Listening Skills

Research Instructions:
Your first task involves researching the topic of effective speaking and listening skills that should be used during a job interview. There are a variety of ways to obtain this information: You could search the Internet where you will find a mountain of information and opinions on the topic; you could discuss the topic with someone who interviews perspective employees; or the library holds a multitude of printed materials that could be helpful. Regardless of your means of obtaining the information this part of the project will be done independently and your notes or annotated materials will be submitted to the teacher. You will notice this is included on the rubric that will be used to assess your grade. 

Your research should be completed by: ____________________

Presentation Proposal: 
Now that your research is complete you will need to consider how you will present this information to the class. That’s right, YOU will decide! YOU will determine if you work independently or in a group. YOU are responsible for working out the details and arrangement of the project. The choices are endless and you have the talent and power to knock my socks off! 
Before you jump in to any old group, think about how you would present the information if you were in charge; oh that’s right, you are in charge. If you would like to take the independent approach just write or type a brief proposal that details your intentions; include any equipment, supplies or arrangements you may need to make your presentation successful; be sure to include an estimate of the date you will have the presentation complete; and submit this proposal to the teacher. Once your proposal is approved, you may begin working on your presentation. 

If you would like to work in a group, that’s fine. Discuss your ideas with the others in the class and listen to the ideas that they have. Be selective about your group; it’s much easier to complete this project if you have a similar idea about how to approach the presentation. Keep in mind that you will have a limited amount of class time in which to complete this presentation, so you may need to arrange other out of school time to complete your work. Once your group has determined the details of your presentation; the group should write or type a proposal stating the details of your presentation; include a list of all the names of the group members and their contribution to the project; be sure to include any equipment, supplies or arrangements you will need to make your presentation a success; include an estimate the date of completion; and submit this proposal to the teacher. Once your proposal is approved, your group may begin working on the presentation. You will notice this is included on the rubric that is used to assess your grade.

Your Presentation Proposal is due: _____________________________


The Possibilities
This is just a short list of possibilities, and you are not obligated to use any of these. We’ve already determined that the choice is completely up to YOU!

Video	PowerPoint Presentation             Prezi Presentation
Skit	Song/Poem                                 A formal speech
Pamphlet	Animated Movie                        Comic book format
Poster	A story                                        

This is really an opportunity for you to combine your talents and ideas in order to convey important information that will help you and your classmates land a job. I expect to be wowed. I require your presentation to be appropriate for school. I expect that you will all contribute to the best of your abilities. The attached rubric will be your guide. Read it carefully so that you know exactly what is expected. 
Good luck!

Your presentation is due on: __________________________
			Resource #2
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PRESENTATION RUBRIC


	
	5
	4-3
	2-1
	0

	Research
	Student research exceeded expectations by compiling more than 10 speaking or listening skills used during an interview and submitted on time. 
	Student research findings were complete and included 7-10 speaking or listening skills used during an interview and submitted on time. 
	Student research included 5-6 speaking and listening used or submitted their research 1 day late.
	Student did not submit their research.

	Presentation Proposal
	Student project proposal exceeded expectations and was submitted on time. 
	Student project proposal was submitted on time and was complete. 
	Student presentation proposal was complete, but submitted after the due date.
	Student did not submit a presentation proposal.

	Time Management
	Student was on task during all class designated work time.
	Student was mostly on task during class time. They required prompting to get to work only one time.
	Student was generally on task during class time. They required prompting to get to work twice.
	Student was continually off task or required prompting three or more times.

	Presentation is delivered on time
	Student was prepared to present on designated date.
	Student required a one-day extension for their presentation.
	Student required a two-day extension for their presentation.
	Student required more than three days extension for their presentation.

	Introduction



	Student provides an exceptional introduction that catches and hooks the audience’s attention.
	Student introduction is appropriate. It catches the attention of the audience.
	Student introduction lacks enthusiasm and fails to grab the attention of their audience.
	Student does not provide and introduction.

	Substance/Content


	The content of the presentation is accurate and exceeds expectations. 
	The content of the presentation meets expectations and is accurate.
	The content of the presentation contains an error or two.
	Content is weak or contains three or more errors.

	Tone/Volume



	Student uses appropriate vocal tone and volume during the entire presentation.
	Student uses appropriate vocal tone and volume during presentation with one exception.
	Student’s vocal tone and volume is not appropriate (to loud or to soft).
	Student cannot be heard by the audience or does not speak.

	Eye Contact
	Eye contact is exceptional. Student appears to make eye contact with everyone in the room.
	Eye contact is acceptable. The student scans the room to engage the audience.
	Eye contact is limited, but an effort is made to look at the audience. 
	Student does not look at the audience or attempt eye contact during the presentation.

	Posture


	Student’s posture is exceptional.
	Student’s posture is acceptable. They face the audience and stand straight.
	Student’s fidgets or leans during the presentation.
	Student exhibits no attempt at appropriate posture. 

	Delivery
	Student’s delivery is exceeds expectations.
	Student delivery is acceptable. The do not rush, they show enthusiasm, and use complete sentences.
	Student delivery includes 1-2 words like um, kind of, you know (etc.), student rushes through the presentation.
	Student needs work on their delivery. They used numerous filler words, spoke in incomplete sentences 

	Organization



	Presentation is clearly organized; information is presented in a logical sequence, and is clearly related to the topic.
	Presentation is mostly organized; information is presented in a logical sequence, and is clearly related to the topic.
	Presentation is somewhat organized; and information is mostly related to the topic.
	Presentation is not organized and information is off topic or unrelated.

	Understanding of the material


	Student shows a full grasp and understanding of the material and they field questions easily.
	Student shows a good understanding of the materials but has trouble fielding a question. 
	Student has a fair understanding of the material but can’t accurately field questions about the topic.
	Student does not understand the material and cannot field questions about the topic.

	Conclusion
	Student’s conclusion exceeds expectations by highlighting key ideas and ending with a strong or memorable statement. 
	Student’s conclusion is acceptable; they highlight key ideas. 
	Student’s conclusion does not highlight key ideas.
	No conclusion is evident in the presentation.

	Proposal reflects Presentation 

	Student presentation accurately reflects their proposal.
	Student presentation reflects their proposal with just one or two small exceptions.
	Student presentation vaguely reflects their proposal with 3 or 4 more exceptions.
	Student presentation does not reflect their proposal.

	Creativity

	Presentation was highly creative and exceeded expectations.
	Presentation was creative and met expectations
	Presentation was somewhat creative, but did not meet expectations
	Presentation lacked creativity.



Score: _____/ 75

Comments:
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