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Annotation: 
Students will learn a variety of job seeking skills including job searching, cover letter/resume tips and interview etiquette. 

Grade(s):  

	
	6th  

	
	7th

	X
	8th


Time:  
10 Hours
Author: 
Barbara Mackessy
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 appropriately. 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. Many students (both with and without disabilities) who struggle with reading may benefit from the use of text reading software or other technological aids to provide access to printed materials. Many of these are available at little or no cost on the internet.
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GPS Focus Standards: 
MSCM8-3: Students will examine and demonstrate an understanding of employability skills to enhance career success.

d. Demonstrate the following job-seeking skills: write a resume and cover letter, complete a job application, find and pursue employment leads, and interview for a job.
GPS Academic Standards:
ELA8LSV1 – The student participates in student-to-teacher, student-to-student, and group interactions.

ELA8LSV2 – The student listens to and views various forms of text and media in order to gather and share information, persuade others, and express and understand ideas. The student will select and critically analyze messages using rubrics as assessment tools.

National / Local Standards / Industry / ISTE:
PS2.A8 – Demonstrate that you accept responsibility for your behavior.

PS1.R3 – Assess the impact of your positive personal characteristics (e.g., honesty, dependability, responsibility, integrity, and loyalty) on your career development.

PS1.R4 – Assess how your work values/needs are reflected in your career goals.

PS2.A1 – Demonstrate effective communication skills.

PS2.R2 – Assess the degree to which you interact with others in a way that is honest, fair, helpful, and respectful.

PS2.A4 – Demonstrate the ability to get along well with others and work effectively with them in groups.

PS2.K5 – Describe conflict resolution skills.

PS2.R6 – Assess the consequences of appropriate or inappropriate behavior in specific school, social, and work situations.

CM4.R4 – Analyze the impact of your transferable skills on your career options.
CM4.R1 – Assess your academic, occupational, and general employability skills and enhance them as needed for your employment.

CM4.R2 – Evaluate your ability to: write a resume and cover letter, complete a job application, interview for a job, and find and pursue employment leads.
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Enduring Understandings: 
Students will understand employment leads should be obtained and reviewed throughout a person’s working career, and that career aspirations are ever changing and not limited to the present. They will also understand that by having certain employability traits along with education, work ethic, values and personal traits, they will be able to enhance their career success and ability to achieve career aspirations. 
Essential Questions: 
•
How can I find out about job positions?

•
What is the importance of researching employment leads?
•
What is the importance of soft skills?
•
What are employers looking for in employees?
•
Why is it important to prepare for a job interview?

•
What type of questions will I be asked at an interview?
Knowledge from this Unit:  
Students will be able to:


•
Identify specific skills required to be successful in searching for employment opportunities.


•
Reproduce the transferable/soft skills required to obtain a job/career.


•
Describe the importance of making a good first impression.


•
List steps to take in order to have a successful interview experience.


•
Compare different types of interview processes. 

•
Discuss reasons for obtaining certain skills/abilities. 
•
Explain the relationship between first impression and successful employment. 

Skills from this Unit:  
Students will:


•
Construct a detailed Resume.


•
Write a cover letter.


•
Complete a job application correctly.


•
Generate correct interview techniques. 

•
Outline procedures for completing employment documents.

•
Employ the correct skills for the interview process. 

•
Practice and refine basic employment seeking skills. 

•
Prepare their job-seeking skills. 

•
Construct a phone script. 
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Assessment Method Type: 
	X
	Pre-test activity 

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

	
	__ Quizzes/Tests

__ Unit test

	
	Group project

	X
	Individual project (Employability packet – application, cover letter, and resume)

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

	
	__ Self-check rubrics   

__ Self-check during writing/planning process

_x_ 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 (interview process)
_X_ Observe students role playing (playing the part of the interviewee)

	X
	Peer-assessment  

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

_X_ Peer editing and/or critiquing (after the interview process)

	
	Dialogue and Discussion

	
	__ Student/teacher conferences
__ Partner and small group discussions

_X_ Whole group discussions (after the interview process)
_X_ Interaction with/feedback from community members/speakers and business partners (having community member or other faculty members role the part of the interviewer)

	
	Constructed Responses

	
	__ Chart good reading/writing/listening/speaking habits

__ Application of skills to real-life situations/scenarios

	X
	Post-test activity


Assessment Attachments and / or Directions: 
Want Ad Project Handout
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•
LESSON 1:  INTRODUCTION TO EMPLOYABILITY:  Job Search and Cold Calling

1.
Identify the standards. Standards should be posted in the classroom.     
MSCM8-3: Students will examine and demonstrate an understanding of employability skills to enhance career success.

d. Demonstrate the following job-seeking skills: write a resume and cover letter, complete a job application, find and pursue employment leads, and interview for a job.
2.
Review Essential Question(s). Post Essential Questions in the classroom. 

•
How can I find out about job positions?

•
What is the importance of researching employment leads?
•
Why is it important to prepare for a job interview?

•
What type of questions will I be asked at an interview?
3.
Identify and review the unit vocabulary. Terms may be posted on word wall. Use the Definitions Teacher Guide to go over the definitions with students. 
	Application
	Cover Letter
	Transcript

	Resume
	Interview
	Portfolio

	Interviewer
	Interviewee
	Soft skills

	Classified Ads
	Transferable skills
	Follow-Up Letter

	Thank You Note
	References
	Job Applicant

	Cold Calling
	Extra-curricular
	


4.
Interest approach – Mental set 
To demonstrate to students how competitive the job market place is, have the class do a quick estimate of the number of eighth graders that are in the county by listing the number of middle schools with the average enrollment for each.  Make the following points to students:

•
These students will be looking for part time jobs about the same time.  


•
They should be graduating about the same time, and searching for employment about the same time.  

•
Will there ever be that many positions available at once in your area?   

•
Remind students that in the current state of the economy, millions have lost their jobs/careers in the last few years. Give the unemployment percentage for the state and county at this point.   

•
Explain that the students will have to compete with these adults as well.  In order to compete in the work world, we must develop knowledge and employability skills. 

5.
Show students the Job Search PowerPoint and have them take notes.
6.
Give each student a copy of the Want Ad Project Handout for them to complete. Have local magazines, newspapers, and the internet available for students to use. 
7.
Once students have completed the project, have them pick the job that sounds most interesting to them. Pass out copies of the Phone Script Handout and List of Soft Skills Handout to each student. Discuss the soft skills and how they are important to the terminology in phones scripts.

8.
Summary: Have students present their cold calling scripts to the class. After each script have students say what they like about the script, what they could improve, and whether or not they felt the skills the student listed were relevant to the job they picked.   Tell students to refer to the Phone Script Handout and the List of Soft Skills Handout to see if the presenters are following the correct guidelines and techniques.
•
LESSON 2:  EMPLOYABILITY: Job Application 

1.
Review Essential Questions. Post Essential Questions in the classroom. 
•
What is the importance of soft skills?
•
What are employers looking for in employees?
•
Why is it important to prepare for a job interview?

•
What type of questions will I be asked at an interview?
2.
Give each student a blank copy of an application to fill out. Once the students have filled out the applications, collect them and shuffle them up. Pass out the applications randomly and instruct students to highlight any blank spaces on the application and correct any noticeable mistakes (misspelled words, words not capitalized, etc.) with a red pen.  


**Teacher Note:  If preferred to random peer editing, this activity could also be done with a partner.

Based on the application alone, would the other students hire their classmate? Explain to students that there are many skills necessary in the job seeking process. 

3.
Pass copies of Sample Job Application Handout 1 and Sample Job Application Handout 2 around the room so students can get a feel for different looks of applications. Also visit http://www.careerkokua.org/js/jsa/article.cfm?id=3 and pull up the online job application on the projector. Initiate a class discussion, ask students to compare, contrast and discuss what they could take away from the samples.  What could they say in an application that would make them stand out?  For experience ask if any students have ever been a baby sitter.  What clubs or volunteer activities could they put down.  Make sure students know that “Last School Attended” is the school they are at now—not their elementary school. 
4.
Ask how many students could list references’ names, address and phone numbers correctly (should not include immediate family). Point out that several places have you fill out applications on the spot and you must have your references’ information with you. Have the students put potential references’ information on an index card along with their current school name and address.  Suggest that they keep the card in their wallet or purse for future use.
5.
Give each student a copy of the Job Application Form Worksheet for students to fill out individually.
6.    Bring their attention to the last paragraph and give examples of when drug tests are taken (mandatory or random, before hire and after, etc.)  Discuss the types of drug tests that are available:  urine test, blood test and hair follicle.  Give examples of when background checks and finger prints are run through FBI and GBI.  If the application is for the banking industry, then a financial history is also performed.
7.     Refer to the Employer Protection Teacher Guide and further discuss the reasons employers screen job applicants. How is applicant screening and background checking a form of employer protection? What information may be included in background checks? What other methods, such as criminal history reports and employee bonding, can employers use to determine the employability of applicants?  Explain what this means for students as future employees.  


8.
Summary: 


Referring back to the original job application they filled out at the beginning of the lesson, ask the following:
• How many students are still employable?  
•
What changes would they make to improve their application?
• What do the students need to do next time?

Remind them that the job application is the first impression for the potential employer.  It must be correct (including information, spelling, and grammar)! STRESS the fact that inaccurate information on the application is grounds for their application to be discarded.
•
LESSON 3:  EMPLOYABILITY:   Cover Letter and Resume

1.
Review Essential Questions. Post Essential Questions in the classroom. 

•
What is the importance of soft skills?
•
What are employers looking for in employees?
•
Why is it important to prepare for a job interview?

•
What type of questions will I be asked at an interview?
2.
Present the Cover Letter& Resume PowerPoint. Review the definition of a cover letter and resume and why they are important.  Have examples of resume paper to show the students the difference between resume and computer paper. Explain to students that since they probably don’t have a lot of work experience, they can use volunteer work experience and extra-curricular activity section.  Discuss proper formatting and the importance of a well formatted resume.  
3.
Show students examples of various resume and cover letter styles on the projector visiting the following sites: 
http://www.career.vt.edu/JobSearchGuide/CoverLetterSamples.html
http://www.freeresumesamples.org 

http://career.uga.edu/resumes/resume_samples
4.
Give each student copies of the Resume Assignment Handout and the Cover Letter Assignment Handout. Have them complete these for a grade.
5.
Summary:


Remind students how important the resume and cover letter are in the job searching process and that the List of Soft Skills Handout can be used to help improve their resume. Using examples from the students’ resumes, point out what was done very well. 
•
LESSON 4:  EMPLOYABILITY: The Interview Process

1.
Review Essential Questions. Post Essential Questions in the classroom. 

•
What is the importance of soft skills?
•
What are employers looking for in employees?
•
Why is it important to prepare for a job interview?

•
What type of questions will I be asked at an interview?
2.
Show students the Interview PowerPoint. Have students answer the sample questions from the slide on the spot to give them a feel for having to answer unexpected questions. 
3.
Give each student a copy of the Reasons Some Applicants are Turned Down Worksheet to complete during slides 28-30 of the Interview PowerPoint. Grade this using the Reasons Why Some Applicants are Turned Down Answers.
4.
Go over the Interview Dos and Don’ts Handout and have the students role play the scenarios while explaining/discussing the items on the handout. Demonstrate what not to do the day before the interviews.  This will help the students laugh as they see exaggerated bad interview behaviors “plopping down in the chair instead of sitting”, sitting on edge of chair and leaning back instead of sitting back and up straight”,  “putting elbow on knees and leaning forward instead or sitting up straight”, “rotating or turning in swivel chair instead of sitting still” etc. 

5.
Show students the How to Get and Keep a Job PowerPoint for tips on job performance after they have been offered a job and accepted it.
6.
Summary:


Remind students of the importance of the interview and how it is the first time they will meet the potential employer. For this reason, make a positive, lasting impression. 
•
ATTACHMENTS FOR LESSON PLANS

•
Definitions Teacher Guide
•
Job Search PowerPoint 
•
Phone Script Handout
• 
List of Soft Skills Handout
•
Sample Job Application Handout 1
•
Sample Job Application Handout 2
•
Job Application Form Worksheet
•
Employer Protection Teacher Guide
•
Cover Letter& Resume PowerPoint
•
Resume Assignment
•
Cover Letter Assignment

•
Interview PowerPoint

•
Reasons Some Applicants are Turned Down Worksheet
•
Reasons Why Some Applicants are Turned Down Answers
•
Interview Dos and Don’ts Handout
•
How to Get and Keep a Job PowerPoint

•
Cover Letter Cut and Place Assignment (for lower performing students)
•
Teacher Suggestions for Lower Performing Students

•
NOTES & REFLECTION: 

• You may want to print off the PowerPoints in outline format for lower performing students that need a printed copy of all board work or notes. Also, use the Cover Letter Cut and Place Assignment along with the Teacher Suggestions for Lower Performing Students to make proper adjustments. 
• Make arrangements to have community members or other faculty members to come in to conduct the actual mock interviews. If possible try to arrange for the class to attend a scheduled career fair event as a field trip.

• Sample answers can be found in some interview books and on line if needed.   One book that I have is “Knock ‘em Dead – With Great Answers to Over 200 Tough Interview Questions by Martin Yate.  This book was in print for different years.  I found an older print version marked down at Book Warehouse so I just bought a class set of them at the reduced price.  
• Collect applications from the places you shop and eat. You can also give students extra credit point(s) to an assignment for each one they bring any in.  Laminate these and keep them for use in the future too.
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Culminating Unit Performance Task Title: 
Mock Interviews
Culminating Unit Performance Task Description/Directions/Differentiated Instruction: 
Make arrangements with other faculty members and community members to schedule the day and time for these interviews.  Other faculty members and community members will be the interviewer for this activity.  The teacher may want to set up video camera so that the interviews can be critiqued by the class afterwards. Have the class watching for certain things like eye contact, sitting positions, long pauses, rolling of eyes etc.  If faculty members and community members can not be found, then the teacher can put the student’s name in a cup and pull out a student to be the interviewer for another student.  The students would play the part of both the interviewer and the interviewee. Use the Mock Interview Questions Handout for questions to ask. Give each student a Checklist for Mock Interview Handout so they can check off what they feel they did well on and make notes on where they need improvement (this will help with their journal entry). 
Review Interview Dos and Don’ts Handout. Give students at least one class period to develop their answers and then another class period to practice with a partner before the actual interviews.  

Remind students about dressing professionally relative to the prospective job on the day of the mock interviews.

Also, remind students to use some of their personal qualities and characteristics in their interview answers so that the prospective employer will know some of the soft skills they possess.  

With another person, role play and model an interview from knocking on the door to walking in and introducing him/herself and shaking hands while maintaining eye contact and taking a seat and sitting up correctly.  

Acquire two office chairs with wheels for the interviewer and the interviewee to sit in. After the interviews have all been completed, discuss what the students learned from this process.  Discuss what improvements need to be made before they apply for their first position.
Have students write a Journal reflection entry on “What they need to do before getting a real job and how the job search process may impact their life”. Students need to reflect on their interview evaluations of work from teachers, peers, and competition interviewers.

Attachments for Culminating Performance Task: 
Mock Interview Questions Handout
Checklist for Mock Interview Handout
Interview Dos and Don’ts Handout
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Web Resources:
http://www.careerkokua.org/js/jsa/article.cfm?id=3
http://www.career.vt.edu/JobSearchGuide/CoverLetterSamples.html
http://www.freeresumesamples.org 

http://career.uga.edu/resumes/resume_samples
Materials & Equipment: 
• Computer with Internet Access
• Projection Equipment
• Microsoft PowerPoint
• Microsoft Word 
•
Magazines

•
Newspapers
• Index cards
• Blank Sheets of Paper
• Telephone (doesn’t have to be working)
• Camcorder or videotaping device (optional)
• Two office chairs

• Community member or other faculty members for interviewers

• Handouts

• Sheets of resume paper

• Sample Time Cards 
• Highlighters
•
Red Pen
• Unemployment rates for state and your county

• Sample Job applications from your area
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
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