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COURSE:  

Business Communication and Presentation
UNIT 12: 

Careers
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Annotation:   


 Students will learn about careers in communications and multimedia, prepare documents related to job acquisition, and demonstrate effective job interview techniques.

Grade(s):  
	X
	9th

	X
	10th

	X
	11th

	X
	12th


Time:  
7-10 hours
Author: 
Christy Norris
Students with Disabilities:

For students with disabilities, the instructor should refer to the student's IEP to be sure that the accommodations specified are being provided. Instructors should also familiarize themselves with the provisions of Behavior Intervention Plans that may be part of a student's IEP. Frequent consultation with a student's special education instructor will be beneficial in providing appropriate differentiation.
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GPS Focus Standards: 
BCS-BCP-7 
Students will effectively demonstrate the ability to communicate using a variety of oral and listening techniques in business and personal environments.

l) 
Determine the appropriate channel for effective communication.

m) 
Use appropriate technology to plan, develop, edit, and present material to a variety of audiences, e.g. multimedia presentation, speech.

BCS-BCP-8 
Students will demonstrate a variety of written and oral skills in the pursuit of employment in the communication and multimedia fields.

a) 
Explore and identify careers in communication and multimedia.

b) 
Explore job search strategies and sources for job placement.

c) 
Compose and produce an effective resume, application letter, and follow-up letter for a position in a communication or multimedia field.

d) 
Identify and demonstrate proper job interview techniques.
GPS Academic Standards:
ELA10W3 
The student uses research and technology to support writing.

ELA10RC3 
The student acquires new vocabulary in each content area and uses it correctly.
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Enduring Understandings: 
•
Searching for job openings in several ways, including job fairs, school placement offices, publications, and the Internet will yield more job opportunities.
•
Researching an organization before applying gives applicants an advantage during an interview.
•
A resume is a tool used to “sell” yourself to a potential employer.

•
Disorganized job acquisition documents make poor impressions.

Essential Questions: 
•
What are some careers in the fields of communication and multimedia, and where/how can I learn about them?
•
How do I correctly compose and produce an effective resume and application letter for a position in a communication or multimedia field?
•
What are standard job interview questions, and how should I conduct myself during a job interview?
•
How do I correctly compose and produce an effective follow-up letter for a position in a communication or multimedia field?
Knowledge from this Unit:
 Students will:
· Discuss the various careers in communication and multimedia.
· Explain the importance of preparing for an interview.
Skills from this Unit:
  Students will be able to:
· Compose and produce an effective resume, application letter, and follow-up letter for a position in a communication or multimedia field.
· Identify and demonstrate proper job interview techniques. 
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Assessment Method Type: 
	
	Pre-test

	
	Objective assessment - multiple-choice, true- false, etc.

	
	__ Quizzes/Tests

__ Unit test

	X
	Group project

	X
	Individual project

	X
	Self-assessment - May include practice quizzes, games, simulations, checklists, etc.

	
	__ Self-check rubrics   

__ Self-check during writing/planning process

__ Journal reflections on concepts, personal experiences and impact on one’s life

__ Reflect on evaluations of work from teachers, business partners, and competition judges

__ Academic prompts

__ Practice quizzes/tests

	X
	Subjective assessment/Informal observations

	
	__ Essay tests

__ Observe students working with partners

__ Observe students role playing

	
	Peer-assessment  

	
	__ Peer editing & commentary of products/projects/presentations using rubrics

__ Peer editing and/or critiquing

	X
	Dialogue and Discussion

	
	__ Student/teacher conferences
__ Partner and small group discussions

__ Whole group discussions
__ Interaction with/feedback from community members/speakers and business partners

	X
	Constructed Responses

	
	__ Chart good reading/writing/listening/speaking habits

__ Application of skills to real-life situations/scenarios

	
	Post-test
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Instructional planning:  
•
LESSON 1: Careers in Communication and Multimedia

1.
Identify the standards. Standards should be posted in the classroom.


BCS-BCP-7 
Students will effectively demonstrate the ability to communicate using a variety of oral and listening techniques in business and personal environments.

l) 
Determine the appropriate channel for effective communication.

m) 
Use appropriate technology to plan, develop, edit, and present material to a variety of audiences, e.g. multimedia presentation, speech.

BCS-BCP-8 
Students will demonstrate a variety of written and oral skills in the pursuit of employment in the communication and multimedia fields.

a) 
Explore and identify careers in communication and multimedia.

b) 
Explore job search strategies and sources for job placement.

2.
Review Essential Question. Post Essential Question in the classroom. 

EQ:  What are some careers in the fields of communication and multimedia, and where/how can I learn about them?
3.
Interest approach – Mental set
Give students 2-3 minutes to write down all the jobs they can think of that are related to communication and/or multimedia. When time is called, ask students to count the jobs they listed. Ask the student(s) with the highest number to read their list aloud (also, consider giving some type of reward). As the list is being read, other students should check their lists for similarities. Allow students to challenge whether or not a job fits the categories given. Ask students to call out jobs from their lists that were not read aloud. List a few of the jobs students mentioned, point to each one separately and ask students if the job involves just communication, just multimedia, or a combination of the two. 

4.
Teach the Lesson 
· Ask students how they can find out if their lists were correct and all-inclusive (prompt them to give you sources they could use to find out what jobs in communication and/or multimedia are “out there in the real world” – i.e., Internet, Occupational Outlook Handbook, etc.). List student responses on the board or on a flipchart. 
· If it is not mentioned, tell students about O*Net. Either display, using a projector, or guide students to http://online.onetcenter.org/find/.  Show them how to view job families, career clusters, industries, etc. Point out communication, multimedia, and combination jobs. Tell students to click on a particular job, and go over the categories listed. Help students understand each category, and explain how they can use the descriptive lists in each category to determine whether the job is related to communication, multimedia, or both. 
· Group students into six groups. Assign a category to each group -- two groups get “Communication Jobs,” two groups get “Multimedia Jobs,” and two groups get “Communication/Multimedia Jobs.”
· Each group should work together to produce some kind of visual (booklet, presentation, newsletter, etc.) that highlights at least four different jobs in their given category. To get their information, tell them they may use O*Net or any of the other sources listed at the beginning of the lesson. Remind students that the finished product should be cohesive in appearance and content. In other words, it should not look like several people worked on it individually, and it should contain the same type and amount of information for each job highlighted. (Job highlights should include such things as: name of job, basic description of job, skills/abilities/traits required, education needed, average salary, job outlook, representative picture/clipart, possible employers, etc.). Upon completion, require each group to present their findings to the class. Consider requiring students to complete peer reviews (for group members and/or for others’ presentations).
· Note to teacher:  Because there will be two groups doing each of the three categories, you may want to make sure groups don’t duplicate specific jobs within their project – this way, after presentations, students will have learned about at least 24 different jobs.

•
LESSON 2:  Resume and Application Letter

1.
Identify the standards. Standards should be posted in the classroom.

BCS-BCP-8 
Students will demonstrate a variety of written and oral skills in the pursuit of employment in the communication and multimedia fields.

c) 
Compose and produce an effective resume, application letter, and follow-up letter for a position in a communication or multimedia field.

2.
Review Essential Questions. Post Essential Questions in the classroom. 

EQ:  How do I correctly compose and produce an effective resume and application letter for a position in a communication or multimedia field?
3.
Introduce and Discuss Vocabulary. Terms may be posted on a word wall.
	Employer
	Resume
	Reference

	Applicant
	Letter of Application/Cover Letter
	Job Acquisition


4.
Interest approach – Mental set
Ask students to share aloud all the documents they can think of that are related to the job acquisition process. Ask for volunteers to tell what each document is and why each is needed (be sure application, application letter, resume, and follow-up letter are discussed). Talk about the fact that not all jobs require the use of all such documents, but when necessary, such documents must follow particular guidelines in order to be effective.
5.
Teach the Lesson 

(NOTE TO TEACHER:  Students have probably taken Computer Applications 1, and have, therefore, already completed a unit on job acquisition documents and interviewing. You may want to review CA1 Unit 12 to see what students have already learned. Some resources/handouts from that unit are used in this unit.)
(NOTE TO TEACHER:  Chapter 14 in South-Western’s Business Communication by Tom Means, ©2004, is an excellent resource for this lesson.)
· Resume:  Tell students there are generally two ways a resume is used. One way is to accompany a job application to give the potential employer more information about the job seeker. Resumes are also sent by job seekers in hopes of eliciting an application or job interview invitation. Sometimes a resume is all a job seeker can submit for review. Explain to students that some businesses don’t want people walking in or calling about job openings. Businesses often post help wanted ads requesting interested parties to send resumes to a particular address. Phone numbers are usually not given in such ads, because the companies want to see how a person presents him/herself on paper, and they want to “weed out” potential candidates who lack skills or experience necessary for the posted job. After reviewing all resumes received, only those candidates whose resume’ stood out and/or indicated the required skills/experience needed get called in for an interview. 
· Students often feel they don’t have anything to put on a resume due to age, lack of education, and lack of job experience. Give students the handout entitled “Content and Format of a Resume.” Go over the handout with students to be sure they understand it. Also give students a copy of “Action Verbs.”
· Show students sample resumes or have them find sample resumes online. Discuss effectiveness, content, and format of samples.
· Tell students to search online, newspapers, etc. for a job opening in the communication and/or multimedia field (see Lesson 1), and compose/produce a personal resume for the job.

· Application Letter: Tell students, “A letter of application, sometimes called a cover letter, is your opportunity to give yourself a good introduction – like an advertisement about you. You can put things in your cover letter that don’t go in the resume, and you can emphasize parts of your resume you want the reader to really notice. Generally, the first paragraph is to introduce yourself and explain why you are writing, as well as mention where and when you saw the job posting or explain the type of work you are looking for, and express interest in the company. The second paragraph is generally used to describe your qualifications for the job, emphasize relevant experience/courses, mention anything that makes you special in terms of the job, and show how your abilities and experience match the description of the job. The third paragraph is used to indicate what action you plan to take and/or want the reader to take (call to arrange an interview, stop by next week, etc.), give your contact information, and thank the reader for his/her consideration.”
· Show students sample cover letters or have them find sample cover letters online. Discuss effectiveness, content, and format of samples. Discuss whether the letter appears to be a solicited letter of application (applying for a specific job opening, which has been announced or advertised) or an unsolicited letter of application (applying for a position that has not been advertised or announced and may or may not be open). Point out that unsolicited letters of application have to be especially persuasive and impressive.
· Tell students to compose/produce a solicited letter of application for the job (see resume activity above). Consider having students compose/produce an unsolicited letter of application for a multimedia or communication job of their choice.
•
LESSON 3:  JOB INTERVIEW TECHNIQUES and FOLLOW-UP LETTER

1.
Identify the standards. Standards should be posted in the classroom.

BCS-BCP-7 
Students will effectively demonstrate the ability to communicate using a variety of oral and listening techniques in business and personal environments.

l) 
Determine the appropriate channel for effective communication.

m) 
Use appropriate technology to plan, develop, edit, and present material to a variety of audiences, e.g. multimedia presentation, speech.

BCS-BCP-8 
Students will demonstrate a variety of written and oral skills in the pursuit of employment in the communication and multimedia fields.

c) 
Compose and produce an effective resume, application letter, and follow-up letter for a position in a communication or multimedia field.

d) 
Identify and demonstrate proper job interview techniques.
2.
Review Essential Questions. Post Essential Questions in the classroom. 


EQ:
What are standard job interview questions, and how should I conduct myself during a job interview?


EQ:
How do I correctly compose and produce an effective follow-up letter for a position in a communication or multimedia field?
3.
Interest approach – Mental set
Ask students to tell you what they think the purpose of a job interview is; discuss students’ answers. If not already discussed, tell students that job interviews offer a chance for the employer to determine if the applicant has needed qualifications, see if the applicant is a good fit for the company, and compare applicants. Interviews also offer the applicant an opportunity to determine if he/she wants to work for a particular company and to evaluate the organization and the job. Ask students to list things they think are important to remember when meeting with a potential employer for the first time. Ask students to write down five questions they think are, or should be, asked at a typical job interview. Tell them they will have an opportunity later in the lesson to compare their questions to actual/typical questions.
4.
Teach the Lesson 

(NOTE TO TEACHER:  Chapter 15 in South-Western’s Business Communication by Tom Means, ©2004, is an excellent resource for this lesson.)
· Talk to students about preparing for an interview. Students should understand that interview success is dependent upon preparation -- including investigating the company and the position, anticipating questions that may be asked, preparing questions to ask, and performing other preliminary activities.  You may want to view, and/or make handouts for students, the presentation entitled “Job Interview Protocol PowerPoint” and the handout entitled “Dressing for Success-Suitable Business Attire” (these are the same resources used in Computer Application 1 Unit 12). Also, talk about questions that employers are NOT allowed to ask during an interview (i.e., “Do you have small children?” or “Do you plan to have children?”), and discuss why such questions are illegal.
· Give students a copy of “Job Interview Questions” or tell students to search the Internet for common job interview questions. Tell them to prepare responses to the questions; a simple yes or no is not enough.   Remind students to phrase their answers like a persuasive message, reflecting the interests of receiver rather than the needs of the sender. Use each answer as an opportunity to convince the interviewer that you are the best person for the job. Talk about accomplishments and abilities, and be sincere.
· Pair students and have them practice being the interviewer and the interviewed.  Remind students not to memorize and recite their answers like a script, but to act natural and carry on a conversation. Don’t forget to have students practice entering and exiting the interview, shaking hands, and introducing themselves. 
· After students have practiced, have partners conduct short mock interviews in front of the rest of the class. Allow observers to comment on the performances. Encourage honesty and constructive criticism, but warn against meanness. Be sure to brag on the good parts!  Students LOVE to role-play bad interviews. Consider allowing them to present one bad interview and one good interview. Discuss what is wrong and what is right about each.
· Follow-Up Letter:  Tell students, “Within two days after an interview, you should write and mail a follow-up letter thanking the interviewer. This shows that you are interested enough in the job to spend time thanking the interviewer for his/her time, and it gives you another chance to impress the interviewer. A courteous and thoughtful follow-up letter generally has three parts – the main idea, supporting information, and helpful closing. 
· Show students sample follow-up letters or have them find sample follow-up letters online. Discuss effectiveness, format, and content of samples.

•
ATTACHMENTS FOR LESSON PLANS

· Content and Format of a Resume

· Action Verbs
· Job Interview Protocol PowerPoint
· Dressing for Success-Suitable Business Attire

· Job Interview Questions
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Web Resources:
http://online.onetcenter.org/find/
Materials & Equipment: 
•
Computers with Internet access
•
Color Printer
•
Possibly – items needed to create visuals (poster board, markers, etc.)

[image: image7.jpg]



Administrative/information Support











	Resource Network
	Administrative/Information Support 2 • Grades 9-12 • Unit 12
	Page 8 of 8



