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Career, Technical, & Agricultural Education







COURSE:  

Computer Applications 1
UNIT 12: 

Job Acquisition Process 
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Annotation:  
Students will compose and produce forms associated with employment (i.e., letter of application, resume, and thank-you letter), will learn to basic job interviewing skills, and will learn to differentiate among suitable business attire.

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-CA1-8
Students will use a variety of forms of communication in the successful pursuit of employment. 
a)
Compose and produce an effective application letter and resume. 

b)
Utilize the proper format for a thank you letter for a job interview. 

c)
Differentiate among suitable business attire, e.g. casual, business-casual, professional business, and formal attire. 

BCS-CA1-3
Students will use word processing and/or desktop publishing software through a variety of input technologies to create, edit, and publish industry appropriate documents. 
g)
Apply the appropriate format to a variety of documents that meet employability standards.
GPS Academic Standards:
ELA9LSV1
The student participates in student-to-teacher, student-to-student, and group verbal interactions.
ELA9LSV2
The student formulates reasoned judgments about written and oral communication in various media genres. The student delivers focused, coherent, and polished presentations that convey a clear and distinct perspective, demonstrate solid reasoning, and combine traditional rhetorical strategies of narration, exposition, persuasion, and description.
ELA9W2

The student demonstrates competence in a variety of genres.
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Enduring Understandings: 
•
Students will understand the importance of effectively marketing themselves.
•
Students will understand that a person only gets one chance to make a good first impression.
•
Students will understand that the letter of application (cover letter) is probably the most important letter they will ever write and that its goal is to make the reader want to look at the resume.
•
Students will understand that the resume is the strongest marketing tool outside of an interview and that the goal of the resume is to sell the applicant to the company.
•
Students will understand the importance of dressing appropriately for a job interview.
•
Students will understand that the goal of the interview is to communicate professionalism and enthusiasm for the company.
•
Students will understand that it is essential to send a thank you letter immediately after meeting with anyone regarding a job search.

Essential Questions: 
•
What are the key components of an effective letter of application?
•
How do I generate and organize information for a letter of application including personal qualifications with specific tailoring to a job advertisement?
•
What are the different types of resumes, and when is it appropriate to use each type?
•
What are key components of an effective resume?
•
How do I compose and produce an effective personal resume?

•
What are the different types of business attire?

•
How should I dress for a job interview?
•
What must one do to prepare for a successful job interview?
•
What is a follow-up/thank you letter, and why is it necessary?

•
How do I properly format a thank-you letter for a job interview?

Knowledge from this Unit:  
Students will be able to:
•
Describe the types and the key components of resumes.
•
Differentiate among suitable business attire.
Skills from this Unit:  
Students will be able to:
• 
Demonstrate the ability to compose and produce an effective and properly formatted application letter, resume, and thank you letter.
· Prepare for a job interview.

· Dress for a job interview.

· Follow up after a job interview.
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Assessment Method Type: 
	
	Pre-test

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

	
	_ _ Quizzes/Tests

__ Unit test

	
	Group project

	X
	Individual project

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

	
	__ Self-check rubrics   

_X_ Self-check during writing/planning process

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

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

__ Academic prompts

__ Practice quizzes/tests

	X
	Subjective assessment/Informal observations

	
	__ Essay tests

_X_ Observe students working with partners

_X_ Observe students role playing

	X
	Peer-assessment  

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

_X_ Peer editing and/or critiquing

	X
	Dialogue and Discussion

	
	__ Student/teacher conferences
__ Partner and small group discussions

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

	
	Constructed Responses

	
	__ Chart good reading/writing/listening/speaking habits

__ Application of skills to real-life situations/scenarios

	
	Post-test
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•
LESSON 1: LETTER OF APPLICATION

1.
Identify the standards. Standards should be posted in the classroom.
BCS-CA1-8
Students will use a variety of forms of communication in the successful pursuit of employment. 
a) Compose and produce an effective application letter and resume. 

BCS-CA1-3
Students will use word processing and/or desktop publishing software through a variety of input technologies to create, edit, and publish industry appropriate documents. 
g)
Apply the appropriate format to a variety of documents that meet employability standards.
2.
Review Essential Questions. Post Essential Questions in the classroom. 


•
What are the key components of an effective letter of application?


•
How do I generate and organize information for a letter of application including personal 
qualifications with specific tailoring to a job advertisement?
3. 
Generate Interest.

 Ask students to think about a time they went shopping and saw an item they just “had” to buy.  
 
Ask 
them to think about what it was that caught their attention. Tell them to write down the 
reasons 
they “had” to buy that item. Give the students a couple minutes to think and write, then 
call on a 
few students to share.  Tell students that they will be learning about letters of 
application (hereafter referred to as cover letters), and explain to them that a cover letter is 
probably the most important letter they will ever have to write and that it is like a sales letter 
which should attract an employer to look at the resume and call the applicant for an interview.

4.
Introduce and discuss vocabulary. Terms may be posted on a word wall.


	Employer
	Human Resources (HR) Department
	Applicant
	Job Application

	Resume Cover Letter
	Letter of Application/Cover Letter
	Prospecting Letter
	


5. 
Teach the lesson. 


A.
Review the parts of a letter. Start by writing the following headings on the board:  body, return 


address, complimentary close, letter address, and salutation. Ask students to put the terms in the 

correct order. Ask for volunteers to share words that are associated with each letter part. (For 


additional practice, you may want to print a cover letter, cut it up into parts, and have students 


re-assemble the letter correctly.) 



B.
Tell students that the most common types of cover letters are resume cover letters and 



prospecting letters.  Explain that a prospecting letter is used to inquire about open positions at a 


company, rather than to apply for a specific job opening. It should be customized so the reader 


knows the writer has an understanding of the company and its mission. When sending a 



prospecting letter, a resume should be included. Explain that a resume cover letter is used to 


apply for an advertised job. It should be customized so that the reader feels the writer is perfect 


for the advertised job, and a resume should be included. Students will be learning to write a 


resume cover letter. 

C.
Give students the handouts entitled Sample Cover Letter and Cover Letter Basics. Ask 



students to identify the basic letter parts. Go over the cover letter basics handout with students, 


then read the sample cover letter aloud, pointing out how the letter does or does not conform to 

cover letter basic standards. The following sites contain information about writing effective cover 

letters:

· http://www.groovejob.com/resources/resume/coverletter/
· http://jobsearch.about.com/od/coverletters/a/aa030401a.htm
· http://www.career.vt.edu/JOBSEARC/coversamples.htm
· http://www.provenresumes.com/covletpg1.html

D.
Direct students to search the Internet for examples of cover letters.  Allow each student to 


choose and print one letter to analyze and critique.

E.
Now that students have read examples of cover letters, each student should be able to use the 


action verbs on the Action Verbs handout to generate a list of skills and experiences the 



student currently possesses. Tell students this list will be helpful when composing personal 


resumes and cover letters.


F.
Each student should find a help-wanted ad for a job in which he/she is interested and compose a 


cover letter tailored to the want ad. Remind students to use the list of skills and experiences 


generated previously. Have students print the letters and swap with a partner to check for errors.
•
LESSON 2:  RESUME

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

BCS-CA1-8
Students will use a variety of forms of communication in the successful pursuit of employment. 
a) Compose and produce an effective application letter and resume.


BCS-CA1-3
Students will use word processing and/or desktop publishing software through a variety of input technologies to create, edit, and publish industry appropriate documents. 
g)
Apply the appropriate format to a variety of documents that meet employability standards.
2.
Review Essential Question. Post Essential Question in the classroom.

•
What are the different types of resumes, and when is it appropriate to use each type?


•
What are key components of an effective resume?


•
How do I compose and produce an effective personal resume?

3.
Generate Interest.

Tell students, “Now that you have created a phenomenal cover letter, and you’ve made the 
prospective employer want to read your resume, you must deliver a product worthy of reading. 
An ineffective resume can cause you to lose out on the interview, and can ultimately cost you 
thousands of dollars in lost income.”
4.
Introduce and discuss vocabulary. Terms may be posted on a word wall.

	Resume
	Objective
	Active Voice
	References
	Functional
	Chronological


5.
Teach the lesson.

A.
Give students the handout entitled Learning About Resumes.  When students are finished, 


discuss the worksheet, asking questions to check for understanding.



B.
Next, display the following website:  http://www.provenresumes.com.  Talk to students about 


the impact of a well-written resume. Explain to students that a resume can command more job 


offers and more income. Explain that most job hunters use a traditional resume format, but with 


today’s job market, it is more important than ever to “step outside the box” and appear unique – 

a “must-have” employee. Scroll through the site, clicking on sample resumes, looking at the old, 


poorly constructed resumes and how they were changed into effective resumes.  Ask students 


what makes one resume better than another. 
C.
Explain that a student’s resume will not look quite like the ones displayed on the website, but 
eventually, with education and experience, a better resume will eventually evolve.  Give students 
the handout named Personal Resume Worksheet, and tell them they will use the worksheet to 
generate information to be used in a personal resume.  Guide students through completion of 
the worksheet. Remind them to use their action verb lists.
D.
Have students use their completed personal resume worksheet to compose, type, and print a 
resume for the job they chose in Lesson 1 (the one for which they wrote a cover letter).  Allow 
students to trade resumes with one another for proofreading and critiquing.  


Additional websites that may be helpful:  

http://www.quintcareers.com/teen_resume-writing_worksheet.html

http://wisconsinjobcenter.org/publications/9433/9433.htm#Resume%20Worksheet

Differentiated instruction:  Advanced students may be able to produce a less traditional resume 
(like those on the provenresumes.com website). Slower students may need to be given a resume 
template.
•
LESSON 3:  JOB INTERVIEW

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

BCS-CA1-8
Students will use a variety of forms of communication in the successful pursuit of employment. 
c)
Differentiate among suitable business attire, e.g. casual, business-casual, professional business, and formal attire.

BCS-CA1-3
Students will use word processing and/or desktop publishing software through a variety of input technologies to create, edit, and publish industry appropriate documents. 
g)
Apply the appropriate format to a variety of documents that meet employability standards.
2.
Review Essential Question. Post Essential Question in the classroom.

•
What are the different types of business attire?


•
How should I dress for a job interview?


•
What must one do to prepare for a successful job interview?

3.
Generate Interest.

Lead a discussion about the school’s dress code for students and teachers.  Discuss why the dress 
code was implemented and why it is important.  Show students pictures of various types of 
clothing, and allow them to express their opinions and tell you in what type of activities someone 
wearing each type of clothing may be engaged. Stress that all clothing is not appropriate for all 
activities.
4.
Introduce and discuss vocabulary. Terms may be posted on a word wall.
	Business Attire
	Discrimination 
	Nonverbal Communication


5.
Teach the lesson.
A.
Give students the handout entitled Dressing for Success – Suitable Business Attire.  Discuss the 
various types of dress codes. To show students examples of different business dress codes, view 
the photo galleries at the following website:   
http://humanresources.about.com/od/workrelationships/tp/dress_code_collect.htm

B.
Have students make a poster or booklet categorizing and displaying pictures that depict each 
type of attire. Note: you may want to ask them, in advance, to bring in magazines and catalogs 
for this activity.
C.
Tell students they learned about the various types of business attire because it is important to 
know how to dress appropriately once you get a job, but it is equally as important to know how 
to dress for the job interview that will help land the job.  Further, to ensure success, there are 
many job interview “tips and tricks” that should be learned prior to walking in an interviewer’s 
door. Show and discuss the PowerPoint presentation entitled Job Interview Protocol.  Note: 
the presentation was not designed to meet proper presentation guidelines, as there is a lot of text 
on each slide and no pictures. You may wish to change the presentation before viewing.
D.
Additional activity:  Give students the handout entitled Job Interview Questions. Tell students to 
write/type the answers to the questions as if they were being interviewed.  Consider 
conducting mock interview.


•
LESSON 4:  FOLLOW-UP/THANK YOU LETTER

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

BCS-CA1-8
Students will use a variety of forms of communication in the successful pursuit of employment. 
b)
Utilize the proper format for a thank you letter for a job interview. 

BCS-CA1-3
Students will use word processing and/or desktop publishing software through a variety of input technologies to create, edit, and publish industry appropriate documents. 
g)
Apply the appropriate format to a variety of documents that meet employability standards.
2.
Review Essential Question. Post Essential Question in the classroom.

•
What is a follow-up/thank you letter, and why is it necessary? 

•
How do I properly format a thank-you letter for a job interview?
3.
Generate Interest.

Ask students if they have ever written or receive a thank-you letter. For what reason(s)?

4.
Teach the lesson.

A.
Ask students why they think someone should write a thank-you note after an interview.  List all 


answers on the board or on a flipchart.  Make sure the list includes the following purposes:  show 

appreciation for the interviewer’s interest in the applicant, reiterate the applicant’s interest in 


the position, review the applicant’s qualifications, mention anything the applicant forgot to 


mention during the interview, demonstrate that the applicant has manners and knows how to 


write, and/or to follow up with any information the interviewer may have asked the applicant to 


provide.

Tell students a thank-you note should be written within 24 hours following the interview.  The 
letter can be handwritten or typed, than mailed.  In today’s technologically advanced world, it is 
sometimes appropriate to email a thank-you to an interviewer, but not very common.



B.
Give students the handout entitled Sample Thank-You Letter.  Review the handout with 


students and check for understanding.  


C.
Tell students to pretend they were interviewed for the job they chose in Lesson 1.  Tell them to 


compose, type, and print a correctly formatted thank-you letter. Allow students to exchange 


letters with one another to help check for errors and to provide feedback.

Websites that may be helpful:


http://jobsearch.about.com/od/thankyouletters/a/thankyouletters.htm

http://www.job-interview-site.com/after-interview-thank-you-email-example-thank-you-letter-
after-a-job-interview.html

http://www.thank-you-note-samples.com/interview-thank-you.html

http://www.sampleresumezone.com/job_search_help/interview_thank_you_letter.htm
•
ATTACHMENTS FOR LESSON PLANS

•
Cover Letter Basics
•
Sample Cover Letter
•
Action Verbs 
•
Learning About Resumes
•
Personal Resume Worksheet
•
Dressing For Success – Suitable Business Attire Handout
•
Job Interview Protocol
•
Job Interview Questions
•
Sample Thank-You Letter
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Web Resources:
http://www.groovejob.com/resources/resume/coverletter/
http://jobsearch.about.com/od/coverletters/a/aa030401a.htm
http://www.career.vt.edu/JOBSEARC/coversamples.htm
http://www.provenresumes.com/covletpg1.html
http://www.provenresumes.com
http://www.quintcareers.com/teen_resume-writing_worksheet.html
http://wisconsinjobcenter.org/publications/9433/9433.htm#Resume%20Worksheet
http://humanresources.about.com/od/workrelationships/tp/dress_code_collect.htm
http://jobsearch.about.com/od/thankyouletters/a/thankyouletters.htm
http://www.job-interview-site.com/after-interview-thank-you-email-example-thank-you-letter-after-a-job-interview.html
http://www.thank-you-note-samples.com/interview-thank-you.html
http://www.sampleresumezone.com/job_search_help/interview_thank_you_letter.htm
Materials & Equipment: 
•
Computers with Internet Access
•
LCD Projector

•
Word Processing Software

•
Presentation Software

•
Poster Board and/or Construction Paper

•
Scissors and Glue or Tape

•
Magazines and/or Catalogs

21st Century Technology Used: 
	X
	Slide Show Software
	
	Graphing Software
	
	Audio File(s)

	
	Interactive Whiteboard
	
	Calculator
	
	Graphic Organizer

	
	Student Response System
	
	Desktop Publishing 
	
	Image File(s)

	
	Web Design Software
	
	Blog
	
	Video

	
	Animation Software
	
	Wiki
	
	Electronic Game or Puzzle Maker

	
	Email
	x
	Website
	x
	Internet
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