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OVERVIEW

Prior to Gateways and graduation, students in the senior class will gain knowledge and skills in obtaining the job. Each student will be required to create a resume; letters of application; thank you letter; search for advertised jobs; interview an employer; participate in field trips; participate in model show; participate in mock interviews; and attend presentation by a local job agency representative.  Students will gain technology use of computers - Microsoft Word; Internet - Search Engines; Internet - Sending Resumes; Video Camera, VCR, and Typewriters. This unit provides the day-to-day requirements to prepare for Gateways at a local university and in obtaining the job upon meeting the requirements of graduation.

 

CONTENT KNOWLEDGE 

PRIVATE
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Declarative 
Procedural 

A resume makes a first impression.

A resume is a one-page description of applicant.
View 29-minute video "Getting A Good Job" 

Create a resume.

Search for jobs in the newspaper advertisements.

 A resume includes an objective, education, work experience, and references.
 Search for jobs on the Internet (locally and nationally).

 Where jobs are advertised.

Modern ways to apply for a job.
 Create solicited and unsolicited letters of application.

 Parts of a business letter.

A letter of application may be solicited or unsolicited.
Fill out an application form.

Create and learn how to send a resume over the Internet.

 Parts of an application form.
 Interview an employer on what they look for in an employee and in the interview.

Participate in model show. (Videotaped)

 What an employer looks for in an employee.

Why some employees fail in a job and are fired.

Dressing for the interview.

Preparing for the interview.

A thank-you letter makes a great impression.

Gateways is a way to meet a future employer.
Participate in mock interviews. (Videotaped)

Listen to presentation on how to get the job by guest speaker from local job agency. Participate in discussion following the presentation.

Attend field trips to local job services.

Participate in job shadowing with a local employer.

Create a thank you letter.

Attend Gateways. 
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ESSENTIAL QUESTIONS

What additional training and education do I need after high school to help me get the job I want?

What do employers look for in an employee?

What information is needed in a resume, a letter of application, and a thank you letter?

How should I dress for the interview?

What questions should I ask, and not ask, during an interview?

What can I expect from Gateways?

 

CONNECTIONS TO NYS LEARNING STANDARDS
List Standard # and Key Idea #: Write out related Performance Indicator(s) or Benchmark(s) 

Standard 1 - Career Development - Students will be knowledgeable about the world of work, explore career options, and relate personal skills, aptitudes, and abilities to future career decisions.

Key Idea - Students will learn about the changing nature of the workplace, the value of work to society, and the connection of work to the achievement of personal goals.

Standard 2 - Integrated Learning - Students will demonstrate how academic knowledge and skills are applied in the workplace and other settings.

 

Key Idea - Integrated learning encourages students to use essential academic concepts, facts and procedures in applications related to life skills and the world of work. This approach allows students to see the usefulness of the concepts that they are being asked to learn and to understand their potential application in the world of work.

Standard 3a - Universal Foundation Skills - Students will demonstrate mastery of the foundation skills and competencies essential for success in the workplace.

Personal Qualities - Key Idea - Personal qualities generally include competence in self management and the ability to plan, organize, and take independent action.

Interpersonal Skills - Key Idea - Positive interpersonal qualities lead to teamwork and cooperation in large and small groups in family, social, and work situations.

Technology - Key Idea - Technology is the process and product of human skill and ingenuity in designing and creating things from available resources to satisfy personal and society needs and wants.

Management Information - Key Idea - Information management focuses on the ability to access and use information obtained from other people, community resources, and computer networks.

Standard 3b - Career Majors - Students who choose a career major will acquire the career-specific technical knowledge/skills necessary to progress toward gainful employment, career advancement, and success in postsecondary programs.

Business-Related Technology - Key Idea - Students will select, apply, and troubleshoot hardware and software used in the processing of business transactions.

Information Management/Communication - Key Idea - Students will prepare, maintain, interpret/analyze, and transmit/distribute information in a variety of formats while demonstrating the oral, nonverbal, and written, communication skills essential for working in today's international service - /information- / technological-based economy. 

 

INITIATING ACTIVITY

View 29-minute video "Getting A Good Job". Students will then, as a group, discuss: the ways to find a job; what should and shouldn't be in a resume; their future plans and goals; and how this unit relates to their lives.  

 

LEARNING EXPERIENCES
In chronological order including acquisition experiences and extending/refining 
experiences for all stated declarative and procedural knowledge

WEEK ONE:

Discuss: ways to find a job; what should and shouldn't be in a resume; their future plans and goals; and how this unit relates to their lives. (1 class period)

View 29-minute video "Getting A Good Job" Discuss video. (1 class period) 

Fill out a form of a blank resume. Homework: Ask references for permission and correct addresses and telephone numbers. (1 class period)

Type and print resume similar to handout example using Microsoft Word Program. Save on a disk. (2 class periods)

WEEK TWO:

Edit and print resume that has been proofread and edited by teacher. Print final copy on resume bond paper. (1 class period)

Search for jobs in the newspapers. Search for jobs on Internet. Write down information found locally and nationally. (2 class periods)

Write unsolicited letter of application. (1 class period)

Using Microsoft Word, type unsolicited letter of application. (1 class period)

WEEK THREE:

Write solicited letter of application. Address to one of the advertisements found in the newspaper. (1 class period)

Using Microsoft Word, type solicited letter of application. (1 class period)

Write a rough draft of an application form. (1 class period)

Using a typewriter, type a final copy of application form. Use rough draft created the day before. (1 class period)

Create a resume on the Internet and learn how to send this resume. (1 class period)

WEEK FOUR:

Interview of an employer on what they look for in an employee and during an interview. (1 class period - homework)

Write summary on interview. (1 class period)

Discuss personal appearance and hygiene necessary for an interview. (1 class period)

Participate in a model show with fellow classmates demonstrating proper attire for an interview. (Videotaped) (1 class period)

View videotape of model show. Discuss. (1 class period)

WEEK FIVE:

Discuss questions asked in an interview. Discuss questions that you may ask during an interview. (1 class period)

Working as groups of four, each take a turn at being an interviewer, interviewee, and observation and constructive critiquing. (1 class period)

Participate in mock interviews as a class group. Teacher is interviewer. Student is interviewee. Class constructively critiquing. (Videotaped) (3 class periods)

 

WEEK SIX:

View videotape of mock interviews. Discuss. (3 class periods) 

Participate with guest speaker from local job agency. Participate in employment tests given at this office. (2 class periods)

WEEK SEVEN:

Participate in a field trip to NYS Department of Labor. Using their resources, find three jobs that you qualify for. (2 class periods)

Using Microsoft Word, write a summary of field trip. (1 class period)

WEEK EIGHT:

Participate in a job shadowing experience with local employer set up by teacher. (4 class periods)

WEEK NINE:

Create a rough draft of a thank you letter. (1 class period)

Using Microsoft Word, type thank you letter. (1 class period)

CULMINATING PERFORMANCE 
Include rubric(s)

Participate in Gateways held at a local university. Interview with four companies. (Gateways is a job fair of local businesses.) (3 class periods)

Using Microsoft Word, write a summary of Gateways. (1 class period)

Using Microsoft Word, write a summary of what I learned in this unit. (1 class period)
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RATING SHEET









Exceptional

100 points

Very Good

75 points
Acceptable

50 points
Poor

25 points

JOB SEARCH

4 jobs found in newspaper

4 jobs found on Internet

Completed application form

Acceptable resume on Internet

Completed solicited letter of application

Completed unsolicited letter of application

Completed thank you letter

Participation in mock interview

3 jobs found in newspaper

3 jobs found on Internet

Completed application form

Acceptable resume on Internet

Completed solicited letter of application

Completed unsolicited letter of application

Completed thank you letter

Participation in mock interview
2 jobs found in newspaper

2 jobs found on Internet

Completed application form

Acceptable resume on Internet

Completed solicited letter of application

Completed unsolicited letter of application

Completed thank you letter

Participation in mock interview
1 job found in newspaper

1 job found on Internet

Completed application form

Acceptable resume on Internet

Completed solicited letter of application

Completed unsolicited letter of application

Completed thank you letter

Participation in mock interview

RESUME

Perfect form

No spelling errors

One page 

Clear objective

Correct format

Work experience in correct order

4 references 

Perfect form

One spelling error 

More than one page

Unclear objective

Education in incorrect format

Work experience out of order

3 references
Imperfect form

Some spelling errors

More than one page

Unclear objective

Education in incorrect format

Work experience out of order 

2 references

 

 
Form not acceptable

Many spelling errors

More than one page

No objective stated

Incomplete education

Incomplete work experience

1 reference
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_________________________________________________________________________________

The following checklist is a copy of the form provided by Gateways. 

EMPLOYER TO STUDENT FEEDBACK CHECKLIST

"How prepared is this student for the workplace?"

We employers are volunteering our time today to help you improve your chances of getting a good job. Please look at these suggestions as a "gift," intended to help you help yourself to get ahead.

STUDENT'S NAME ______________________ SCHOOL _____________________________

NEEDS

1. ATTITUDE WORK PREPARED

GOOD INTEREST DURING INTERVIEW _____ _____

OBVIOUS DESIRE TO WORK _____ _____

2. INTERVIEW SKILLS 

PRESENTATION (DRESS, LANGUAGE, HANDSHAKE, ETC.) _____ _____

LISTENED WELL, ASKED GOOD QUESTIONS _____ _____

GOOD EYE CONTACT _____ _____

ADEQUATE RESUME, APPLICATION _____ _____

1. SKILLS AND KNOWLEDGE (optional) 
(APPLICABLE TO ENTRY JOB LEVEL IN YOUR INDUSTRY)

CAN DEMONSTRATE RELIABILITY/RESPONSIBILITY _____ _____

HAS READING, MATH, WRITING, COMPUTER SKILLS TO

MEET ENTRY-LEVEL REQUIREMENTS _____ _____

HAS ADEQUATE TECHNICAL KNOWLEDGE TO MEET

ENTRY LEVEL REQUIREMENTS _____ _____

HAS ADEQUATE WORK EXPERIENCE (VOLUNTEER OR

OTHER) TO MEET ENTRY LEVEL REQUIREMENTS _____ _____

2. OVERALL WORKFORCE READINESS

Suggestions For Student Improvement:

 

Employer Signature ________________________ Company __________________________

____________________________________________________________________________

MOCK INTERVIEW RATING SHEET

Interviewers: Please rate your potential employee's interview skills, one being the lowest and five being the highest. 

Category 1 2 3 4 5

Appearance _____ _____ _____ ______ _____

Speaking _____ _____ _____ ______ _____

Professionalism _____ _____ _____ ______ _____

Mannerisms _____ _____ _____ ______ _____

Overall Interview Experience _____ _____ _____ ______ _____

Total Number of Points (30) _____ _____ _____ ______ _____

 

Would you hire this person? Why or why not?

 

 

List three strengths he/she exhibited.

 

 

List three skills to be improved upon.

 

 

Comments:

 

 

PRE-REQUISITE SKILLS

 Keyboarding skills.

Knowledge of typewriter.

Knowledge of Microsoft Word.

Basic knowledge of Internet.

Communication skills.

Spelling.

Proofreading.

How to write a report/essay.

 

MODIFICATIONS

 Obtaining the Job unit adapts with classes in English and Introduction to Occupations. Learning disabled students may require more time and one-on-one assistance with resource room instructor. Gifted students may require less time, therefore, assisting others.

UNIT SCHEDULE/TIME PLAN

Forty-four class periods of forty minutes each - nine weeks. (See learning experiences.) Completed during March and April prior to Gateways and graduation. 

 Outside of class time: interviewing of employers; gathering resume data; and preparing clothes for modeling. Most of this unit will be completed during class time.

 

Teacher preparation:

· preparing and copying samples 

· editing resumes and letters of applications 

· setting up guest speaker 

· writing thank you letters 

· writing questions for interviews 

· using the Internet to find search engines that students may refer to 

· preparing for field trip (telephone calls, obtaining permission from administration, notifying instructors, obtaining bus; parents' permission forms). 

· preparing for Gateways (telephone calls, obtaining permission from administration, notifying instructors, obtaining bus, parents' permission forms). 

· grading each assignment

TECHNOLOGY USE

- Computers - Microsoft Word

- Internet - Search Engines

- Internet - Sending Resumes

· Typewriters 

· Video Camera 

· VCR

