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 Overview
·  The purpose of this activity is for the student to develop an understanding of the communication skills that are needed to be successful in the world of work.  By forming companies where each student has a specific position within their company, the students will learn about teamwork, timeframes and deadlines.  

The following unit introduces students to the steps involved in securing employment and being successful in that position.  The focus of the unit will be on communication in the workplace.  Many of the aspects of this unit show a strong correlation with the NYS learning standards.

Content Knowledge

Declarative
Procedural

The student will know:
The Student will be able to:

1. The elements of a successful job interview/resume. 
1. Conduct mock interviews that assemble the students in groups.

2.  How to make critical business decisions.
2.  Employ complex thinking skills to arrive at a logical decision.

3.  What is the appropriate information needed on a job application, business letter and e-mail.
3.  Fill out an employment application, write a business letter and communicate typical business information.

4.  How to write a weekly business style report.
4. Complete business quality reports that are communicated by e-mail, web-pages and brochures.  

Essential Question
· What skills will the student need in order to acquire and maintain employment after graduation.

· Can the group work together efficiently enough to show a profit at the end of the Mindgram unit.

· Can the group present and “sell” a workable option that is acceptable for the Mindgram company Board of Directors.  

Connection to NYS Learning Standards

This activity was developed to be a commencement level activity.  It address the ELA standards

Standard One:  Language for Information and Understanding

Students will listen, speak, read, and write for information and understanding.  As listeners and readers, students will collect data, facts, and ideas; discover relationships, concepts, and generalizations; and use knowledge from oral, written, and electronically-produced texts. As speakers and writers, they will use oral and written language that follows the accepted conventions of the English language to acquire, interpret, apply, and transmit information.

Standard Two:  Language for Literary Response and Expression

Students will read and listen to oral, written and electronically produced texts and performances from American and world literature; relate texts and performances to their own lives, and develop an understanding of the diverse social, historical, and cultural dimensions the texts and performances represent.  As speakers and writers, students will use oral and written language that follows the accepted conventions of the English language for self-expression and artistic creation.

Standard Three:   Students will read, write, listen and speak for critical analysis and 

evaluation

Students will interpret, and evaluate ideas, information, organization, and language of a wide range of subject areas.  Students will present orally and in writing well-developed analyses of issues, ideas and texts, explaining the rationale for their positions in such forms as formal speeches and presentations.  Students will use standard English, a broad and precise vocabulary, and the conventions of formal oratory, making effective use of details, evidence, and arguments.

Standard Four:  Students will listen, speak, read, and write for social interaction.

Students will use oral and written language that follows the accepted conventions of the English language for effective social communication with a wide variety of people.  As readers and listeners, they will use the social communications of others to enrich their understanding of people and their views.
PROCEDURE/ LEARNING EXPERIENCES


The Student constructs meaning by the following activities during this unit:

·  Completing a job application from a local business.

·  Writing a resume that encompasses their own experience.

·   Conducting a business transaction face-to-face, via the telephone or e-mail.

·  Making a decision regarding the buying and selling of commodities.

The Teacher constantly monitors and interacts with each group and individual during this activity:

· Introduces the activity and illustrates the overall concept of assembling students in companies.

· Demonstrates how the computer is used as a business tool.

· Explains the importance of a high quality resume. 

· Illustrates the use of several styles of business letter format.

· Leads the class in a brainstorming session as to possible solutions for various problems.

· Introduces, and presents the format of the evaluation process
Material and Supplies

Materials needed by the student:

· All handouts

· Computers and related software

Materials needed and provided by the teacher:

· All handouts

· Job applications

· Business envelops

· Computer printer supplies

· News about other groups and purchasing opportunities

· Past student work examples

· Reference materials

INSTRUCTIONAL/ENVIRONMENTAL MODIFICATIONS
 The following instructional modifications are made as needed:

· Provide group and individual instruction

· Provide student and post the assignment and the evaluation criteria before and during the activity

· Provide large screen monitors if needed

· Student instructors

· Any modifications stated in the student’s IEP will be followed.

The following physical modifications of the classroom:

· Provide access to computers

· Provide space for presentations

· Any modifications stated in the student’s IEP will be followed.
UNIT SCHEDULE & TIME REQUIRED
 This activity was designed to be completed in seven hundred class minutes, or less.  The unit has been taught in an eighty-minute block schedule.  In either a traditional 40-minute schedule or block schedule this unit should encompass approximately 4 weeks.  If block scheduling is used in conjunction with semestering, there may not be sufficient time for students to communicate with each other outside of class time to buy and sell component chips and raw materials.
PREQUISITE SKILLS 

The students should have basic word processing skills and be able to use English and basic math.  Computer skills that include a familiarity with e-mail and the internet.  Outlining, report writing and oral presentation skills are expected to be at an adequate level.  In addition, at least one student in each group should have a basic understanding of accounting skills.  
UNIT SCHEDULE/TIME PLAN/ INITIATING ACTIVITY
Day One:  An overview of the unit; presentation of the problem, and a review of the grading rubrics and expectations.  

Initiating Activity( A PowerPoint presentation is used to acquaint the students with the structure of the Mindgram Corporation.  The students are asked to role play as though they are already employees of the corporation that they have been selected for reassignment to a special project.  Two special visitors (drama club student volunteers) arrive and explain the scientific research that they have recently conducted. (see script)  During this phase of the presentation a short clip of Total Recall (film) will be played.  


After the presentation is complete, there will be a question and answer opportunity.  Once all of the students are confident in their own understanding of how the scenario will be run, a quick check will take place with a hypothetical team’s production based on an example set of ILR’s.  

1. Teacher led discussion on the purpose of a clear resume.

2. Handout (Resume i) – outlining the basic formats of a professional resume.

3. Students move to the computer stations (Computer Lab)  where they will experiment with MS Works wizard templates.

a. Teacher led guided discovery.

4. Students begin working with a resume wizard. Saving their work to  a common file. Students are reminded that completing a resume draft is the assignment due for the next class.
Day Two:  Purpose: Knowing /understanding the key elements of a          

professional quality resume.

Teacher-led discussion on the key elements of a quality resume.

1. PowerPoint presentation – The Resume 

2. Handouts (Data Sheets ii)


3. Students complete the data worksheets in groups.  

4. Each group shares their information with the rest of the class.

5. Students return to the computer lab to complete their own resume with the information that is developed with the aid of the data sheets.

6. Students complete the resume and print a final copy to bring with them to the next class.
Day Three:  Purpose: Knowing/Understanding the key elements of a  successful job interview.


Teacher led introduction to the key components of a successful job interview.

1. Overview of the interview process.

2. Students will examine an actual job description and job posting (Handout iii)

3. Students will complete a graphic organizer that reiterates the key elements of a successful interview.

4. The teacher will role play an interview with several students who volunteer.  The teacher will hire six of the volunteers as company managers.  

a. During the mock interviews the teacher will model ideal interview behavior. 

b. During some of the mock interviews the teacher will ask some illegal questions.

c. After each of the mock interviews the teacher will ask the class for their reaction to the interview.  Good aspects of the interview will be recapped and attention will be brought to questions that may be off limits.
d. The focus of this exercise will at all time be “Clear communication.”

5. After six managers are hired by the teacher, each of the managers will hire a “Production Manager” for their team. 

a. The “production managers” will then hire “Research developers” for their team.

b. The “Research developers” will in turn hire “Financial accountants” for their team.

c. Each student should now have experienced an interview from each side of the desk.

Once the groups are assembled they will be given their starting balance and the initial ILR’s. Weekly reports are due beginning with the next class.
Day Four:  Purpose: Completing an application that obtains the job.


Teacher led discussion on the successful job application

1. Actual applications (application iv) will be distributed so that each company group has a total of four different applications.  Together the groups will complete the applications.

2. Students will assemble as a class and review the positive aspects of each of the groups applications.

Teacher led discussion on business environment introductions

1. Handout (Introductions v) Introductions

2. Introduction game

a. Students work in teams (companies) introducing each other using titles, names and companies.

3. Students work in groups making decisions about company production.

4. Students study in their company groups for the upcoming vocabulary quiz. 

Day Five:  Purpose: Knowing/Understanding the elements of telephone communication as it relates to a work environment.


Teacher led discussion on telephone protocol in a business environment.

1. Students will elaborate on what they already know regarding using a telephone.

2. A list of “does” and “don’ts” will be reviewed.

3. Students will practice placing calls to gain information from other companies in their own class.

a. In addition to information, students will be allowed to buy and sell the commodities that their company produces via the telephone.

b. In some cases phone calls are not completed with the party that the caller wishes to reach.  Therefore messages must be taken.

i. A review of the necessary information needed in taking a phone message is covered.

ii. Students practice this by accurately filling out a “pink” message form.

The teacher will check for understanding by purchasing a commodity from various companies.

1. The students will record the new ILR’s. and make production decisions.

2. Vocabulary Quiz (Vocabulary Quiz vi) 

Day Six: Purpose: Learning/Understanding the style and format of business letters.

1. Students will review the format for a business letter and identify which style they will use , modified block, open or closed punctuation.

2. Compose a rough draft of the letter, which communicates information regarding a purchase or sale of their companies commodities.

3. Revise and edit the letter.

4. Print the final letter- address an envelope and properly fold the letter and place it in the “Mindgram Inc. intra-company mailbox.”

5. Student letters are graded by the teacher based on communication, grammar, style and proper format.

6. Letters will be delivered and responses are required.

The first weekly report is due – Each student is responsible for a page of the report.

1. Managers will oversee their subsidiary’s progress and compile the various reports.

2. Production managers will file a production report that includes raw materials on hand, division labor rates and current commodity inventory.

3. Research developers will be responsible for initial information on the vacation experience that will be provided by the company.

4. Financial accountants will file a report with their manager that explains (in spread-sheet format)  the divisions financial status.

Day Seven: Purpose: Learning/Understanding effective on-line communication.

Teacher led discussion on manners and etiquette on the internet.

1. Students will assemble in the computer lab.

2. Each division will be notified of several developments.

a. Raw material purchasing opportunity – discount

b. Office space – rental agreements

c. Telephone company choices

d. Power company choices

e. Banking – loans offered

f. Technology opportunities.

3. Students will be presented with several (confusing) options regarding several aspects of running a business.  As a group they must decide on which options to take, and e-mail their decision to the teacher’s e-mail account.  

4. Students communication will be evaluated based on effectiveness, style and manners.

5. Time will be allowed for the divisions to compute new ILR’s, complete business letter responses, prepare for the next weekly report (due next class) and begin organizing their formal presentations to the board of directors.

Day Eight: Purpose: Learning/Understanding business ethics and morals.

Work in groups completing a graphic organizer that categorizes business decision making processes. 

1. Several modern paradoxes are given to each division.  As a group they must agree on one option and record their decision making process.

2. After all of the groups have completed the organizer, each group will share with the class the decisions they made and the criteria for this decision.

3. Time will be allowed for the groups to meet and compute ILR’s, plan production, organize their formal presentation and complete their weekly report.

4. Weekly report due.

Day Nine: Purpose: Understanding effective verbal communication skills.


Teacher led discussion on the key elements of an effective formal presentation.

1. Public speaking techniques will be reviewed.

2. Graphic organizers that outline key elements of a presentation will be completed in groups.

3. MS PowerPoint will be introduced with a handout that walks a student thru the steps in the creation process of a PowerPoint presentation.

4. Students will assemble in the computer lab to begin teacher led guided discovery of the PowerPoint process.

5. Students will be allowed time to:

a. Answer business letters

b. Return e-mail

c. Buy and sell commodities

d. Complete their weekly report

e. Organize their divisions final presentation

f. Take advantage of special options and unique opportunities.

Day Ten: Purpose: Learning/Understanding effective communication techniques.


Teacher led discussion on the interconnected nature of business communications.

· Review of ideas that each group is using for their proposed vacation concept.

· Graphic organizer that Compares and Contrasts the various vacation ideas that the Research director has proposed.

· Groups will informally present the basic concept to the other groups in the class.

Remaining time will be allowed for students to:

g. Answer business letters

h. Return e-mail

i. Buy and sell commodities

j. Complete their weekly report

k. Organize their divisions final presentation

l. Take advantage of special options and unique opportunities.

Day Eleven: Purpose: Unit Test and organizing various tasks.


Traditional evaluation – Unit test to assess the level of competence that  the students have in the following areas:

· Business letter style and format

· Resume style and format

· Proper verbal and written communication as it applies to the world of work

· E-mail, word processing and PowerPoint proficiency.

After the test is complete the students are allowed time to polish their formal presentation

Day Twelve: Purpose: Final presentations – Board of Directors meeting

Culminating activity

· Each student company division (group) will acquire at least one of each color component chip and present to the board of directors their proposal on how to supply a customer with a vacation experience based on the profit and chips that the company has amassed.  

· Through problem solving, the groups will makes critical decisions that lead to a profit by overcoming the obstacles of supply and demand.  

· The constraints of limited labor, raw materials and completed products will limit each group’s options.  

· Student groups will be evaluated based on the rubric which measures the groups ability to communicate their results in a sales pitch to a board of directors.

TECHNOLOGY INTEGRATION

· Initiating activity viewed as a PowerPoint presentation.

· Presentations taped through use of camcorder.

· Students create presentation through use of PowerPoint.

· View oral presentation through use of VCR and Television

· Photos used in PowerPoint presentations and in group presentations.

· Students access the internet and communicate via e-mail.

· Students will write business letters and memos using MS Word and word processing on the computer.

· Students create spreadsheets for their weekly financial reports using MS Excel.

EXTENDING AND REFINING EXPERIENCES


As a group the students will need to make decisions together in order to truly understand the concept of profit and loss in business.  Some of the principals and generalizations that the students will be asked to examine and analyze will assist them in reaching a competent decision.  In order to make connections, clarify understandings and gain a more in-depth understanding, students will be asked to consider the information being learned by using more complex reasoning processes than just recognizing and recalling information.  Processes that the students will use may include: comparing, classifying, abstracting, analyzing errors, constructing support, deduction and induction.

SUMMATIVE ASSESSMENT

In addition to the weekly reports that are due during the course of this unit, a vocabulary quiz will be given and a unit test will be used as an assessment that measures the learned knowledge and skills that have been presented to this point in the unit.  In addition to these traditional forms of evaluation, a culminating performance will be used to determine the level of acquired knowledge and each students ability to utilize the knowledge in an authentic assessment.

 
CULMINATING PERFORMANCE

(Includes Rubric)

Each student company (group) will acquire at least one of each color component chip and present to the board of directors their proposal on how to supply a customer with a vacation experience based on the profit and chips that the company has amassed.  Through problem solving, the groups will makes critical decisions that lead to a profit by overcoming the obstacles of supply and demand.  The constraints of limited labor, raw materials and completed products will limit each group’s options.  Student groups will be evaluated based on the rubric which measures the groups ability to communicate their results in a sales pitch to a board of directors.

STUDENT WORK
(Include samples of student work showing different levels of performance.)
 

 

REFLECTION
 
After completing this unit, I feel that the students have gained a new appreciation for business communication and the level of expected language in the world of work.  Some students completed the project by doing the bare minimum.  However, most students seemed to enjoy this unit, immersing themselves in the material.  


The divisions were quite competitive with each other.  In amassing the required chips some teams worked with other groups forming cartels and monopolies. One group even created a web page where their information and progress was listed.


The country’s economy suffers in the face of harsh global competition in business.  A survey conducted in 1995 by the Education Quality of the Workforce policy group suggests that 56% of current employers report that the skill requirements for their jobs were increasing. Two of the primary skills are“problem solving” and communicating  ideas.  Looking back at the job posting, the acquired skills are in line with what employers are searching for. 


Overall, the students enjoyed the unit and the level of competency in work related communication increased.  

 

