Lesson 1 (Classroom)
Course Syllabus

Objectives: 
Students will be able to clearly define the purposes and objectives of the class and know the expectations.

Materials:
1- copy of student score sheet per student.

1- copy of course syllabus per student

Teacher:  “Welcome back!   I hope you had a great summer break.  Throughout the year, we are going to focus on challenges that you face and help you prepare for the rest of high school and beyond.  Our goal this year is to get you prepared for things you will encounter in high school and prepare you for the path that you choose to follow after high school.  I am going to give each of you a handout that has all of the requirements for the class.  While on occasion we may have a little homework, the majority of this class is designed so that you have time in class to get the work done.  You can give a big sigh of relief now!”

Go through the score sheet, and see how that will be used in your class.  Some teachers may want to file every student’s score sheet; some may want their students to keep track of them.  Lead a discussion about your expectations regarding classroom management.  Ask students to develop rules for the classroom to help give them responsibility and “buy in.”  You don’t have to have 10 rules-some may have more or less.  In addition, this is a great time to reiterate the school policies (i.e. cell phones, ipods, and those other policies that you know you will encounter).  You may direct students to include these in their classroom rules.  

Course Syllabus      Name: ______________

Throughout the year, we will be covering a variety of subjects.

The objectives of this class are as follows:



Prepare every student for their high school career.


Prepare every student for success after high school.


Give every student a wealth of life lessons.

Emphasize the importance of respect, values and goals.

The rules for this class are as follows:

1. ___________________________________________

2. ___________________________________________

3. ___________________________________________

4. ___________________________________________

5. ___________________________________________

6. ___________________________________________

7. ___________________________________________

8. ___________________________________________

9. ___________________________________________

10. ___________________________________________

_______________________    ______________



Student Signature


Date





Lesson 2 and 3 (30 min.) Computer Lab

Review Plan of Study

Objectives:  
Students will update their Plan of Study

Materials:  
1- Copy of blank Plan of Study per student


Original plan of study for each student

Teacher:  “Today we are going to revisit our Plans of Study.  You should have noticed that we have looked at these several times and will continue to do so.  After a long summer and all the cool things that you did, you might have decided on a different career path or maybe a more specific career path.  Either way, we will want to change our Plans of Study to reflect our intentions.  I am going to give each of you your original plan of study and a copy of a blank one.  Please update any changes that you have and then turn both of them in at the end of class.”

This lesson may only take one day, but there is time to spend a second day if the students need it.  Ask students to turn in their updated Plans of Study.

Lesson 4 (Classroom)

Review of Transcripts

Objective:  Students are able to determine their progress in school.

Materials:  If your school has online transcripts, ask each student to print their transcript at the beginning of class.  If online transcripts are not available, obtain a copy of each student’s transcript from the counseling office prior to this class.


1- Graduation Requirements Check sheet per student (from the counseling office)
Teacher:  “Today you will all receive a copy of your transcript that shows your grades from last year.  Since you are now sophomores, you will only have one year’s grades on your transcript.  Using your transcript, go through the graduation requirements and put a check mark next to the ones that you have completed and passed.  Now that you can see how you are getting closer to meeting our graduation requirements, I need you to put a check mark next to the classes you have this semester.  This will give you an idea of how many classes you have finished and how many you still have to do.”  When students are done go straight into lesson 5.  If you do not get to lesson 5 until the second day, make sure that students keep their transcripts for the next lesson.
Lesson 5 (Classroom)

Review of Transcripts

Objective:  Students are to set a goal and learn the steps in achieving it.

Materials:  Students need their transcripts used in Lesson 4.
Teacher:  “Today we have a very difficult task.  We are going to find out what we need to do in order to get our desired GPA.  Using your transcript, find what your current GPA is.  Now, next to that write down what GPA you would like to attain at the end of this semester.  Let’s calculate your cumulative GPA.  Total the number of credits you have taken last year and add your credits from this semester.  Using A=4 B=3 C=2 D=1 F=0 add all of your grades from last year and your expected grades for this semester.  Divide this number by the number of credits to determine your cumulative GPS.  Are you going to meet your goal GPA?  If not, what can you do to make sure your goal is met?  Now remember, if it is impossible to raise your GPA to your goal this semester, it may be possible in two or three semesters.  You can not raise a 1.5 GPA to a 3.5 GPA in one semester; however if you sit down and evaluate your GPA, you may be able to do it sooner than you thought.”
Lesson 6 (Classroom)

Job Ads Newspapers

Objective:  Students will learn how to narrow job searches to save time and effort.

Materials:  Local and national newspapers.  

1- Newspaper Ad Worksheet per group
Teacher:  “In the next few lessons, we are going to talk about places to find jobs.  Can anyone tell me where we can look for job ads?  Good: newspapers, internet, radio, bulletin boards . . . There are millions of places we can look.  However, we are going to cover the two most common, and that is the newspaper and the internet.  First, we will use newspapers.  I need every one to get into groups (however many groups for which you have newspapers).  Now each group has a newspaper.  Use this paper and answer the questions on the worksheet I’m giving you.  You only need one sheet per group.  Once you have finished, make sure the names of everyone in the group is on the paper and turn it in.”

Lead a discussion with students about the availability of jobs in local newspapers.  You will spend more time trying to use large newspapers like the Denver Post and probably find fewer relevant jobs than if you use a local paper.  Students need to be aware that anyone can put an ad in a paper and, therefore, there are some ads that may not be worth further investigation.  Always remember, if it looks too good to be true, it probably is.

Names:  _____________

_____________

_____________
_____________
_____________

Newspaper AD Worksheet

1. Which section of this newspaper is most likely to have job ads?

2. List three local job ads in this paper.
3. List three national jobs in this paper.
4. Find one ad that you think might be a scam.
Lesson 7 (Classroom)

Job Ads Newspapers

Objective:  Students will learn to narrow job searches to save time and effort.

Materials:  Local and national newspapers.  

1- Ad Info Worksheet per group
Teacher:  “When you are in search of a job, you will find thousands of ads.  It is important that we do our research, so that we don’t interview at 100 jobs just to find out that we don’t like any of them.  You will be using your newspapers from yesterday and the same groups that you were in.  Now, find one job that interests everyone in the group.  You will be using this job to fill in this worksheet (Ad info worksheet).”  Once students are done, discuss with them whether the ads in newspapers provided all of the information they needed.  Once students realize that they need more information, ask them where they might find the information to determine if they are interested in the job.
Names: _____________

_____________

_____________

_____________

_____________

Ad Info Worksheet

Using the ad that you found, determine the following information.  If you cannot answer a question from the ad, write down a resource you might use to find the answer.

1. Where is the job located?  __________________________

2. How many hours will I work? _______________________

3. Will I work weekends and nights? ____________________

4. How much money will I make? ______________________

5. What is the name of the company? ____________________

6. Would I get benefits? _______________________________

7. What kind of job would I do? _________________________

8. What is the company known for? ______________________

Lesson 8 (Computer Lab)

Job Ads Internet

Objective:  
Students will learn to narrow job searches to save time and effort.

Materials:  
1- Internet job research worksheet per student

Teacher:  

“In today’s market, job opportunities can be gone before we even have a chance to apply.  One way to get information faster is by using the internet.  All of you have used the internet at one time or another, but how many of you have looked for a job on the internet?  The internet can be a powerful tool, but just like any thing you are looking for on the internet, there can be a lot of junk.  When looking for a job, you will more than likely get certain jobs to pop up that are actually scams, so be careful.  Remember when you apply for a job, a prospective job should never ask for personal information like your credit card, bank accounts, or any other personal information.  Use the internet to research specific companies, and find out if there are jobs available.  The two most successful ways to search is by using either a specific company and going to the human resources page, or by going to a local community’s chamber of commerce.  Use the worksheet that I am giving you and research information on a job.
Name: _____________
Internet Job Research Worksheet

1. What type of job would you like to find?
2. Where would you like to work?

Now using the internet try to find a job that fits your criteria.  

1. What company has job opportunities?

2. Were you able to find an actual job application on-line?

3. What was the website address where you found this job?

4. Was the job posted on a career website or an individual company website?

5. On your search, did you see any jobs that looked like possible scams?  What led you to think that a job ad might be questionable?

Lesson 9 (Classroom)

Job Ads/Other Resources
Objective:  
Students will learn to narrow job searches to save time and effort.

Materials:  
1- Other Job Resources worksheet
Teacher:  

“There are several places to find jobs that are available to you.  We have discussed the newspaper and the internet, which are both wonderful resources.  There are many more.  Can anyone tell me some other ideas?”  List ideas on the board.  These ideas should include:  word of mouth, company headquarters, chamber of commerce, job fairs, state databanks and any others.  Divide the class into groups according to how many ideas you have on the board.  If you have 4 ideas on the board you need four groups.  Then assign each group one of the ideas.  “Great.  It’s important to use all of these resources.  In the groups, you are going to define and share information on your topic to the class.  Use the worksheet provided to help you.  This will help everyone understand how to utilize these resources.”
You may need to explain to groups what each resource is and site some examples.

Names in Group:_____________

_____________

_____________

_____________

Other Job Resources

1.  What resource do you have?  ____________________

2.  How would you contact this resource? __________________

3.  Does this resource help you find local, regional, state, national or global job opportunities? ______________________

4.  Is this resource readily available?  For whom?  ______________________________

5.  What would be the best process of contacting this resource? __________________________________________________________________________________________________________________________________________________________________

6.  What type of jobs would you typically find using this resource?

____________________________________________________________________________________________________________

7.  Would this be a resource that would be up-to-date?  _________

8.  Would the majority of your group use this resource as a reliable means to find a job/career?  ______________

Lesson 10 (Classroom)

Building a Resume
Objective:  
Student will be able to develop a professional resume.

Materials:  
1- Good Example Resume for each student


1- Bad Example Resume for each student

Teacher:  

“Now that we know where to look for a job, there are a few things that we have to do to be prepared to apply for the job of our dreams.  Does anyone know what we need to do before we apply for the job?  That’s right, we must have a resume.  This will be required of any job, so you want it ready to go before you apply.  Resumes are what is known as a living document.  Can anyone explain what I mean by that?  Yes, it means that your resume is going to constantly change as you change.  For instance, once you graduate from high school, we will want to ad that to your resume.  Resumes should be update at least every six months even if you’re not actively looking for a job.  This way you don’t forget the accomplishments that you have done.  I’m going to give each of you a copy of a resume (bad resume); I want you to tell me if you think it is good or bad.  Then as a class we are going to make recommendations to John Doe on how to improve his resume.”

Once students are done, give them each a copy of the Good Resume.  Discuss, as a class, what changes they made to the bad resume and whether they were right to make those changes.
John Doe’s Resume

School:  Cortez High School graduation probably in 2012.

Activities:  Football



All-Conference 2009


Baseball


FFA



Green hand Degree


4-H



Officer 2009-2010

Skills:  
Run a computer



Word



Excel



Photoshop



Website design

Memberships:


NRA


Pheasants Forever


FFA


4-H


National Honor Society


ROTC
Community Service:  

20 hours picking up trash for adopt a highway.


15 hours helping seniors with meal on wheels.


12 hours cleaning our church

Employment Experience:  McDonalds 2009- present





Checkers Auto 2008-2009

References:  Upon request

	123 Fake St, Cortez, CO  81321

	Phone: (555)555-4973 • E-mail: johnr@yahoo.com


John Riddle
	Education


2010


Colorado State University






Fort Collins, CO



Bachelor of Science – Molecular Biology

2006


Cortez High School 






Cortez, CO
SALUTATORIAN

	honors


2010
CSU Dean’s List Honor Roll – Each Spring and Fall term since 2006
2010


Mortar Board Senior Honorary - HISTORIAN




National Science Foundation
2008


CSU President’s List Honor Roll

2006


All-Conference Football Player
2006


Colorado State FFA Prepared Public Speaking Champion

	activities/career development


2006-2010

Fellowship of Christian Athletes
2006-2010

American Medical Student Association Member
2006-2010

Undergraduate Research – Colorado State University
2006-2010

Alpha Beta Delta Fraternity
· 2010 PRESIDENT

· 2009 FIRST VICE PRESIDENT

2002-2006

National FFA Organization
· 2005-2006 Cortez Chapter PRESIDENT

	employment experience


2008-2010
Summer Landscaping









Cortez, CO


Sprinkler system installation
2006-2008
Rod’s Garage




Cortez, CO


General Mechanic

2003-2006
McDonalds










Cortez, CO


Cook
	REFERENCES


Upon Request

Lesson 11 (Computer Lab)

Building a Resume

Objective:  
Student will be able to develop a professional resume.

Materials:  
Handouts from lesson 10
Teacher:  

“Using the ‘good’ resume that you have from yesterday’s class, you are going to develop your own resume today.  Don’t feel like it has to be identical to the example resume.  There are hundreds of ways to make a great resume.   The main purpose of this is to get all of your activities and awards documented so you do not forget them.  Today, we are going to log in to College in Colorado, and in the PLAN box, click on the Choices career explorer.  Once there, click on the Your Portfolio link and then the All About You link.  Then click on Build a new resume.  You will follow the prompts and insert all of the information needed.  Once you are finished it will automatically put it into a template, you have a choice of three to choose from.  You will only have this class period, so use your time wisely.  When you are finished, print your resume and turn it in.

This is a basic resume.  In the future we will update our resumes and you will have time to create your own document and format.  If you use a plain template like this one, most employers will see this as lazy and won’t offer you a job.  Remember that your resume should reflect you, and therefore should be somewhat original.  Be very careful not to use things that make your resume look tacky, such as weird fonts.  You may begin.”
Lesson 12-14 (Computer Lab)

Building a Portfolio

Objective:  
Student will be able to develop a professional portfolio.

Materials:  
College in Colorado Website



1- Creating a Portfolio worksheet per student
Teacher:  

“Do any of you have a portfolio?  I bet all of you have one.  This is because you have already started one last year on the College in Colorado website.  Then you added to it by doing a resume.  There are several components to a portfolio, and the first was your resume.  You now can log in to College in Colorado.  Once there, you will go to the Choices Career Explorer and click on the My Portfolio link.  If you remember, this is where we went to build our resumes.  Now that you are there, we are going to use the next couple of days updating our information.”
Have students use the attached step-by-step guide.  At this point help them navigate all five categories and instruct them that some information will simply need updated while some of it will be new information that they will need to enter.  They can but do not need to update their resume at this point.  When they are completed, they should have the electronic portfolio and a hard copy to put into their file.
Lesson 15 & 16 (Classroom)

Filling out a Job Application

Objective:  
Student will be able to complete a job application

Materials:  
1- copy of each job application per student
Teacher:  

“How many of you want to find a job this summer?  Now that you have a portfolio, you are ready to start applying for that summer job.  I am giving each of you two different job applications.  These are paper form, which means you would have to hand deliver them or mail them to the business that you are applying for.  Through the next several days, we are going to look at several job applications and give you advice on how to get that dream job.”
Have students develop a list on the board of things that they can do to fill out a job application professionally.  These should include but are not limited to:  Using a typewriter if an electronic version is not available, using black ink if a typewriter is not available, printing (no cursive), writing neatly, fill out a practice application first, check spelling using a dictionary, have someone proofread it before sending it.

Once students have developed an adequate list, have them fill out both job applications and turn them in.
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Lesson 17 & 18 (Classroom)

Filling out an Electronic Job Application

Objective:  
Student will be able to complete a job application on the internet.

Materials:  
1- Online Application Tips cut up into sections



1- Online Application Tips worksheet per student
Teacher:

“In today’s market place, many applications will be electronic.  When you apply for a job, the application may be a step-by-step web-based application.  This can be convenient, and the criterion is much the same as a paper application.  However, there are some tips that will help you not only secure a job, but protect your personal information.”
Give each student one cut out and one Online Application Tips worksheet.  Have each student present their information to the class.  During presentations, the rest of the class will fill in the information on the worksheet.  Lead a discussion following each presentation to ensure that students understand the main points.
Online Application Tips Cut Out (cut on dotted lines)
1. Keep your personal information close to the vest 

No credible employer will ask for – and you shouldn’t offer – personal information such as bank account or credit numbers, mother’s maiden name, or identifying characteristics such as eye color.

-------------------------------------------------------------------------------------------------------------------------------

2. Verify the legitimacy of a company or recruiter before completing an online application 

Speak with industry groups or do an online search about the prospective firms of interest to learn about their reputation as an employer.

-------------------------------------------------------------------------------------------------------------------------------

3. Update your resume 

You may be applying for the same type of job but in different industries. Your resume should include up-to-date information that is tailored to that particular company and industry.

-------------------------------------------------------------------------------------------------------------------------------

4. Have an online version of your resume and cover letter readily available 

You can “cut and paste” from the company’s own documents to the on-line application as needed.

-------------------------------------------------------------------------------------------------------------------------------

5. Keep a copy of your resume, the actual job description and any other company information 

You will have easier reference to customize responses and for follow-up. 

-------------------------------------------------------------------------------------------------------------------------------

6. Think about your salary expectations 

When entering a desired salary, you should include a range over any one fast and hard figure. If you’re asked to provide your salary expectations and you are not allowed to enter “Open” or “Negotiable,” it is considered acceptable to enter all zeros in that field before submitting.

-------------------------------------------------------------------------------------------------------------------------------

7. Attach a cover letter with your resume 

Attach a cover letter with your resume if the application allows it.

-------------------------------------------------------------------------------------------------------------------------------

8. Reread your completed application -- before hitting “send” 

Be sure to proofread your online application to ensure it is completed correctly before submitting. You may not be allowed to reapply or have a time constraint for reapplying. Typos aren’t any more acceptable online than they are on paper.

-------------------------------------------------------------------------------------------------------------------------------

9. Prepare for technical glitches 

Save a completed online application for your files or print out a copy before submitting in case you need to reenter data or resubmit.

-------------------------------------------------------------------------------------------------------------------------------

10. Consistency counts 

Job seekers should realize the information provided in the online application must match any other information provided as this information may be used when conducting background checks. Any data inconsistencies, inaccuracies, or misrepresentations may be used to decline an interview in the first place or in the event you are hired, be used as legal grounds for potential disciplinary action.

-------------------------------------------------------------------------------------------------------------------------------

11. Understand the risks involved in posting a resume in a database 

Sites cannot control your resume after an employer or recruiter has downloaded it. When it comes to resume databases, job seekers should know the risks of posting their resume in a database.

-------------------------------------------------------------------------------------------------------------------------------

12. Keep a record of where you have posted your resume 

Delete resumes from the sites where you have posted it after you’ve finished your job search.

Name: _________________

Online Application Tips Worksheet

1. Keep your personal information close to the vest 

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

2. Verify the legitimacy of a company or recruiter before completing an online application 

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

3. Update your resume 

__________________________________________________________________________

__________________________________________________________________________

________________________________________________________________________

4. Have an online version of your resume and cover letter readily available 

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

5. Keep a copy of your resume, the actual job description and any other company information 

__________________________________________________________________________

__________________________________________________________________________

6. Think about your salary expectations 

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

7. Attach a cover letter with your resume 

__________________________________________________________________________

__________________________________________________________________________

________________________________________________________________________
8. Reread your completed application -- before hitting “send” 

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

9. Prepare for technical glitches 

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

10. Consistency counts 

__________________________________________________________________________

__________________________________________________________________________

________________________________________________________________________

11. Understand the risks involved in posting a resume in a database 

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

12. Keep a record of where you have posted your resume 

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

Lesson 19 (Classroom)

More About Part-time Work
Objective:  
Students will learn basic concepts of working part-time
Materials:  
1- Interviewing Part-time Workers handout per student

Teacher:
“You have an abundance of knowledge in this room, especially for today’s topic.   We will discuss what part-time jobs are available and learn from our classmates what it takes to get and keep a part-time job.  Each of you will get a Interviewing Part Time Workers handout.  Follow the directions and turn in your completed project.  You may begin.”

Interviewing Part-Time Workers

Directions:  For this lesson, you are to interview classmates or friends who have part-time jobs.  You are to interview 5 part-time workers, each in a different job area such as:  1) Office, 2) Fast-food, 3) Full service restaurant, 4) Retail store, 5) Theater, 6) Mechanical, 7) Grocery store, or 8) worker in a field not related to these areas.  You may not interview two people that work in the same field.

· Use your own notebook paper as an answer sheet.  Write your name on the top right corner of the answer sheet.

· Ask the following questions.

· You write down the answers to the questions.  Do not ask the student you interview to write the answers.

Write down the following for each person’s interview-

a. Worker’s name

b. Place of employment

c. Job title

Interview Questions:

1) How did you find out about the job opening for the job that you now have?

2) What did you do to apply for the job opening?

3) What were 2 questions you were asked during the interview?

4) Please explain:  After the interview were you hired on the spot; or did you receive a phone call; or did you check back in person or on the phone?

5) Please explain:  Did you have to buy any special clothing, uniform, or equipment for the job?

6) Please explain:  Did you have “On the Job Training” or did you have to attend training?

7) Please explain 3 of your work duties at this job.

8) What, if any, high tech equipment do you use at your job?

9) What causes you stress at this job?

10) What are three things you enjoy about your job?

11) What do you not enjoy about your job?

12) Please describe the type of supervisor you have.

13) Do you enjoy dealing with the customers that come to your worksite?  Please explain your answer.

14) Describe something that happened at your job that was unusual.

15) Thank you for taking the time to answer these questions!

Lesson 20 (Classroom)

Successful Handshakes
Objective:  
Students will improve on necessary interview and business skills.
Materials:  
1- Successful Handshake worksheet per student

Teacher:

“Welcome, would all of you please find a partner?  Great, now I am going to give each of you a hand out.  Do not try to fill it out yet.  Now, within each group one of you is going to be the “Great Professor” and the other one is going to be the “Open Mind.”  Within your group, decide who is going to be which part.  Now the “Open Mind” is actually not going to listen to what I am saying.  For the next few minutes the “Open Mind” people can do what ever they would like.  The only rule is no moving from your chair and no talking.  You can read a book, doodle, sleep.  Now the “Great Professors” you are going to listen to every word I say.  I am going to speak fast so you will have to take notes as fast as possible on the worksheet.  Once I am done, you will have to teach your “Open Mind” person the material.”
Teacher can then start to read the following material at a rapid pace.  Once finished, have students teach their partner the information and finish the worksheet.  If time permits, have them practice their best handshake with their partner.
The extended-hand greeting began ages ago as a way to show others that there were no hidden weapons in their hands.  Today the handshake is an important skill for both men and women in the business world.  Handshakes are used when greeting business associates, clients, customers, buyers, sellers and others doing business with your company.

Successful Handshakes-

· Show that you can be trusted

· Show that you are committed (You mean what you say and will follow-through with the necessary actions).

· Show that you want to help and serve.

· Create a successful first impression.

Things to remember for successful handshakes-

· Don’t be shy.  In the business world, it is acceptable for a man or woman to initiate, or begin, the handshaking process.

· Handshakes need to be firm.  A “firm” handshake is between “arm wrestling” and limp, weak – or “is anyone there?”

· Do not give a two-handed-over-their-one-hand “I care for you” handshake.  Most often, in a business environment this is too informal.

· Bend the arm at the elbow when shaking hands.  Do not use stiff, straight arm handshakes as if you are pumping water.

· Practice makes perfect!  Practice by shaking hands of friends and family.  Practice until it becomes natural and comfortable.

· Smile as you shake hands and maintain eye contact until the end of the handshake.  Shake hands as long as the person is giving a greeting, such as “hello” which is going to be a short handshake.  Or “Hello, it’s nice to see you this morning.  How are you today?” which will require a longer handshake.

· Break off the handshake when the greeting is over in a natural, comfortable manner.  (Watch older business people and notice how comfortable this is with years of practice.)

Name:  _________________

Successful Handshakes Worksheet

1. List 3 things that successful handshakes show about you.
2. For whom is it acceptable to initiate the handshaking process?

3. Between what two things is a firm handshake?

4. What type of handshake is too informal for the business environment?

5. Why should you bend the elbow when shaking hands?

6. How long should you maintain eye contact?

7. Using you and your partner’s opinions, which people would most likely have to use a handshake on a regular basis?

a) computer sales technician

b) firefighter

c) real estate agent

d) nurse

e) store manager

f) floral designer

g) counselor

h) auto mechanic

i) professional athlete

j) school principal

Lesson 21 (Classroom)

Types of Interview Questions
Objective:  
Students will develop a list of potential interview questions.
Materials:  
1-  Types of Interview Questions worksheet per student.
Teacher:

“Today we are going to look at potential interview questions.  There are thousands of questions that can be asked in an interview, but the worksheet I am now giving you has some of the basic questions in six different categories.  Though interview questions may be worded differently, most will be asking the same questions as the ones on your worksheet.  Follow the directions provided.  You may begin.”
Upon completion, lead a discussion with the class about the importance of the interview process.  
Types of Interview Questions

An employer decides which interview questions they will or won’t ask.  Here are some of the common questions asked in an interview.

1.  Questions to find out more about your personality.


Tell me about yourself.

Why should I hire you?


What is your greatest strength?  Greatest weakness?

Give me an example of a major problem that you have solved.


Who do you admire and why?

2.  Questions to find out what you know about the company.


Why do you want this job?


Why do you want to work for this company?

3.  Questions to find out about your skills and qualifications.


Which computer programs do you know how to operate?


What are your skills that relate to this job?

Have you ever worked as a team member to complete a project?  Explain.

What is your experience in working with the public and customers?

Have you held any leadership positions in school or the community?

4.  Questions to find out about your goals and future plans?


What do you plan to be doing in 5 years?


How does this job fit into your future plans?


What do you expect from this job?

5.  Questions to find out about your education and training.


What certificates and diplomas have you earned?


How has your education prepared you for this job?


What were your favorite classes in school?  Why?


Do you plan to continue your education?

6.  Questions to find out about your work experience.


What skills have you learned from your past jobs?


What were your major responsibilities at your last job?


How does your previous job experience relate to this job?

What did you enjoy about your previous job?  What caused you stress?
1. Use a piece of notebook paper as an answer sheet.

2. Pretend that you are a manager of a grocery store and will interview applicants for a courtesy clerk job opening.  To prepare for the interview select one question from each category (6) and write them on your paper leaving 2 lines between each question.

3. On the two empty lines, explain how the job applicant would need to answer the question in order to impress you.  

4. Do you think that you can select a qualified applicant by using this interview?  Or would you prefer to have current employees that currently work for you to recommend a good worker for the position?  Would this be fair to job applicants who want the job but don’t know any of your employees?  In an essay, 50 words or less, explain your answers.   
Lesson 22 (Classroom)

How to Answer Interview Questions

Objective:  
Students will develop sound answers to a variety of interview questions.

Materials:  
1- How to Answer Interview Questions handout per student.


1- Interview Answer worksheet

Teacher:  
“Yesterday we looked at potential interview questions that we might be asked.  Today we are going to find out how we should answer questions in an interview.  I am giving you two pieces of paper, one has questions on it and the other has a variety of information pertaining to the questions.  Follow the directions and fill in the Interview Answers worksheet.”

Once students have completed the worksheet, have them discuss the answers they have for question 9.  Have them write on the whiteboard/chalkboard good answers.
How to Answer Interview Questions

1) Tell me about yourself.  Do not talk about your personal life or hobbies.  Answer with statements about your experience, skills, and qualifications for the job.
2) Why do you want this job?  List reasons -  “I would enjoy working for this company…”  “I would enjoy the job…”  “The job offers opportunities to learn skills…”  “The job offers opportunities for advancement…”  “I like the type of people that work for the company,”  “The job will utilize the skills that I have…”  Do not say, “Because I need a job,”  “For the money.”
3) What did you like most about your last job?  Talk about the responsibilities you had, the skills you learned, and the way that the “team” (your co-workers and supervisors) worked together to get things done.
4) How soon can you start?  Answer that you will need to give your two weeks notice so that you can help train a replacement at your current job.  This shows that you are responsible and are not going to leave a job unexpectedly.
5) What are your plans for the future?  Answer with a goal and a plan.  It is best if the job blends into your goals so the employer can see that it will help your future.  It is acceptable to have a plan that does not include the job, such as continuing your education or becoming a lawyer, as long as it appears that you will stay for at least a year.  Even if you are planning on leaving in 3 months, don’t say this in the interview.  Plans can change and you may need the job longer than expected.  Employers do not like job hoppers.
6) What do you want to be paid?  You may answer, “I would like a fair starting salary and an opportunity for promotions.”  Or you can throw out a figure and say that you are open to discussion about pay.
7) What are your weaknesses?  Turn your weakness into strength for the company.  “I like to talk, but this will be a great way for me to communicate with customers.”   “I can get bored with routine, so I like new challenges at work.”  “Some people have told me that I have too much energy, but I am able to accomplish a lot during the day.”
8) Do you like school?  Why or why not?  The interviewer wants to hear that you enjoy learning new skills, this makes for a more productive employee.  In the work world, jobs are constantly changing and therefore employees must be constantly improving and learning to keep up with current trends.
9) Do you have any questions?  “What would be the job duties?”  “What are the opportunities for advancement?”  Do not ask about pay or vacations.  Once you are offered the job you can ask these questions, and if you don’t like the answer you can turn the job down.
Interview Answer Worksheet
Directions:  Write your answers in the space provided; you may use additional paper if needed.

1. With what 3 topics should you answer the question, “Tell me about yourself?”  

2. Give 3 good answers to the question, “Why do you want this job?”

3. How can you show your employer that you are responsible?

4. Why do you think employers don’t hire job hoppers?

5. How should you answer the question, “How much do you want to be paid?”

6. List three things you can say to answer the question, “What did you like most about your last job?”

7. Give 2 examples of how a weakness can be turned into a strength for a company.

8. What does the interviewer want to know from the question, “Do you like school?”

9. Pretend that you are being interviewed for a management trainee position at a local clothing store.  Write down an answer for each of the nine questions on the handout.

Lesson 23 (Classroom)

Dressing for Success
Objective:  
Students will develop a sense of professionalism in a job interview.

Materials:  
1-  Do’s worksheet 

1-  Don’t worksheet

Teacher:
“We have discussed several things to keep in mind when you interview.  Probably the most underestimated is the importance of your appearance.  Whether we like it or not, employers are going to look at their potential employees and have an opinion of whether they will fit with the company.  For example, if you are applying for a job as a lawyer you should probably wear a suit; if you’re applying for a job as a mechanic, a suit might be too formal.  It’s always better to go too formal if your not sure.  I’m going to divide the class in half.  Each group needs to have one person who can record.  Now when I say ‘go,’ the left side is going to put as many things on their list as possible and the right side will do the same.  You will have (3-5 min.)  The left side is going to develop a list of things not to have or wear in an interview while the right is going to develop a list of things to have and/or wear in an interview.  Go!

When students are done have them present their lists to the class.  Have the other group add things to the list that the original group might have missed.  The list of things on the “Do List” should include things like:  tie, suit, briefcase, resume, cover letter, ect.  The list of things on the “Don’t Do” list should include things like:  gum, sandals, shorts, tattoos showing, excessive or huge jewelry, hat, cell phone, etc.

Left Group – Don’t List
List as many items as you can that should not be worn or used while in an interview.

1. _______________________

2. _______________________
3. _______________________

4. _______________________
5. _______________________

6. _______________________
7. _______________________

8. _______________________
9. _______________________

10. _______________________
11. _______________________

12. _______________________
13. _______________________

14. _______________________
15. _______________________

16. _______________________
17. _______________________

18. _______________________
19. _______________________

20. _______________________
21. _______________________

22. _______________________
23. _______________________

24. _______________________
25. _______________________

26. _______________________
27. _______________________

28. _______________________
29. _______________________

30. _______________________
Right Group – Do List
List as many items as you can that should be worn or used while in an interview.

1. _______________________

2. _______________________
3. _______________________

4. _______________________
5. _______________________

6. _______________________
7. _______________________

8. _______________________
9. _______________________

10. _______________________
11. _______________________

12. _______________________
13. _______________________

14. _______________________
15. _______________________

16. _______________________
17. _______________________

18. _______________________
19. _______________________

20. _______________________
21. _______________________

22. _______________________
23. _______________________

24. _______________________
25. _______________________

26. _______________________
27. _______________________

28. _______________________
29. _______________________

30. _______________________
Lesson 24 (Classroom)

Words to Avoid in an Interview
Objective:  
Students will develop sound answers to a variety of interview questions.

Materials:  
1-  Words to Avoid handout per student

1-  Words to Avoid worksheet per student
Teacher:  
“Each of you should have a handout of things to say or not to say in an interview.  Almost everyone has been fired from a job at some point in their life.  People sometimes assume that because you were fired at your last job you shouldn’t say anything about it, or worse, you should lie about.  However, there are several ways to discuss this in an interview that sound professional and can give you great results - all while maintaining your honesty and integrity.  This handout will help provide you with ways to discuss answers in an interview that sound more professional.  Now I am going to give you a worksheet that I want you to fill out using the information on the handout.  At the end of class, you will need to turn this in.”

Students can work in small groups or pairs if the teacher desires.  If time permits, have students share some of their best answers.

Words to Avoid and Words to Use Handout
Words to avoid on application

Words that sound better on an
or during interviews:


application or during an interview. 
1.  Quit




Always be truthful.
2.  Fired




1.  Resigned
3.  Not enough money



2.  Discharged
4.  Low pay



3.  Want career growth potential

5.  Did not want the job


4.  Want more challenges

6.  Hours too long



5.  Want a career change

7.  Not enough hours



6.  Want more opportunity

8.  Pay was too low



7.  Want more responsibility

9.  Bad working conditions


8.  Financial considerations

10.  Got into a fight at work


9.  Personal considerations

11.  Did not like the boss (co-workers)
10.  Desired career change

12.  Tired of customers


11.  Want to learn new skills

13.  Had to quit because of low grades
12.  Want opportunity for advancement

14.  Could not afford child care

13.  Hours conflicted with school
15.  Need more money
14.  Want to enter a management training position

15.  Company downsized workforce


16.  Company merged with another







17.  Company closed
     


In the interview:  If fired - admit you messed up – talk about what you have learned from the experience and how it will make you a better worker in the future.  Remember – keep it brief – keep it honest – keep it positive!  Then stop talking so the interviewer can go to the next question.  Do not say anything negative about company, boss or co-workers.  The interview might then think that, when hired, you would talk negatively about them or the company.

Things to know:  There is a major difference between being fired and resigning.  If at all possible it is better to resign before you get fired.  This allows you to tell future job prospects that you resigned.  If you did not get along with a certain supervisor, try to use a different supervisor within that company on future applications.
Name: ______________

Words to Avoid Worksheet
1.  List 3 statements to avoid on an application.  For each statement write 3 statements that sound better for an application.


1.  _________________________________________________


a. _______________________________________________



b. _______________________________________________



c. _______________________________________________


2.  _________________________________________________



a. _______________________________________________



b. _______________________________________________



c. _______________________________________________


3.  _________________________________________________



a. _______________________________________________



b. _______________________________________________



c. _______________________________________________

2.  List at least 3 people you should never talk negatively about in an interview.  ____________________________________________

3.  Due to laws that protect the employee, what will most former employers say about an ex-employee?  ______________________

______________________________________________________
4.  What should you try to do if you did not get along with a supervisor?  _________________________________________

5.  In 50 words or less explain why wording things could make the difference between whether you have a good interview or a bad interview?  __________________________________________

__________________________________________________________________________________________________________________________________________________________________
Lesson 25 (Classroom)

The Employer’s Point of View

Objective:  
Students will learn why employers are unlikely to hire a person.

Materials:  
1-  Why Employers Didn’t Hire handout


1-  Why Employers Didn’t Hire worksheet

Teacher:  “We will not get every job for which we apply.  Unfortunately, we may not fit the company to which we apply, or there may be other applicants that are more qualified.  We can, however, ensure that we give ourselves the best opportunity to be hired.  Today, we are going to look at responses that employers gave about candidates.  This will show us what not to do.  There is much more than just the application or the interview that a potential employer will be examining.  I am going to give you each a handout.  Now that you all have it, everyone can read it silently.  I will give you 2 minutes to do this.”


Give students a few minutes.


“Now that you have read this, please fill out the worksheet as completely as possible.”


You may want students to work in pairs.  Once they are finished, ask them to share their answers to question #7.
Why Employers Didn’t Hire Handout
There are many steps to applying for a job.  First, you are going to get a job application.  Second, you will fill it out.  Third, you will return it, and fourth, (if asked) you will come in for an interview.  After all this you go home and sit by the phone and wait for a call offering you the job.  What happens if you don’t get the job?  This handout illustrates responses from employers that did not hire individuals.  When the survey was taken, employers were asked, “When you had an opening, what were the reasons you didn’t hire a person for the job?”  Here are their answers.
Coffee House- Employer’s answer:  The person called me on the phone to see if I was hiring.  I think that is a sign of laziness.  Also, a person came in asking for an application when he had a handful of other job applications from other stores in his hand.  This made me think that my store was not special and that any job would do.

Salad Bar Restaurant- Employer’s answer:  The application was incomplete and had spelling errors.  The person was not smiling and cheerful when handing me the application.  The person was not willing to work weekends.

Gas Station-  Employer’s answer:  I would like the applicant to act interested and ask me questions about the job.  I feel that transportation is very important because we close at 10 p.m. seven days a week, so it’s important that the applicant has his or her own transportation.

Grocery Store- Employer’s answer:  The person looked sloppy and dirty and did not act outgoing (friendly).  There were misspelled words on the application, and the directions on the application were not followed.  For example, our home office requires applicants to use a pen on the application. 

Greeting Card Shop- Employer’s answer:  The person looked sloppy and had too many earrings.  I don’t like body piercing, tattoos – and black, brown, green, purple, or blue nail polish.  Also, the person came in to apply for the job with his mom.  

T-shirt Store- Employer’s answer:  The person came in with his friends to see if we were hiring.  The employment application was incomplete or poorly completed.  The person did not seem sincere in looking for a job.  The person applied for a job in jeans and crop top.  The person had dirty hair, hands, and nails.  The person needed to act confident and look me in the eye.

Family Restaurant- Employer’s answer:  The applicant asked too many questions concerning the hours he could or couldn’t work.  I don’t like to see applicants that have a boyfriend or girlfriend with them.  The application was not filled out correctly and had misspelled words.   

Name : _________________
Why Employers Didn’t Hire Worksheet

1. What made the coffee shop employer think that his store was not special?  ______________________________________________________________________________________________________________________
2. When did the salad bar restraurant need employees to work?

______________________________________________________________________________________________________________________
3.  Why did the gas station owner think it was crucial for applicants to have transportation?  _________________________________________
___________________________________________________________

4.  In your opinion, why would a grocery store employer not hire sloppy applicants?  _________________________________________________
______________________________________________________________________________________________________________________
5.  In your opinion, do you feel that the card shop owner should have these biases?  Explain your answer.  _____________________________
_________________________________________________________________________________________________________________________________________________________________________________
6.  Why do you think that showing up to a job with your mom might be a bad idea?  __________________________________________________
______________________________________________________________________________________________________________________
7.  If you were an employer, what are some of the pet peeves you have that would keep you from hiring an individual?  

_________________________________________________________________________________________________________________________________________________________________________________
Lesson 26 (Classroom)

The Job Interview

Objective:  
Students will learn the fundamentals of a successful job interview.

Materials:  
1- 17 Tips of a Good Interview cut into sections
Teacher:  “We are going to continue our discussion on interviews; we now are going to look at the actual interview and how we can make it successful.  I need you to find a partner.  You have 5 seconds.  Great.  Now, with your partner, you will draw a piece of paper out of the hat (cut up pieces of 17 tips).  Do not discuss what you have with anyone other than your partner.  When your group is called on, you will come to the front of the room and present your interview tip.  Here’s the catch.  You have to act it out, and you can not use the words on your piece of paper.  Is everyone clear on the rules?  I’m going to give you about 3 min. to discuss with your partner what you will do for your presentation.”

Once groups are done discussing, ask them to present and the rest of the class can guess.  Some groups may need 2 tips in order to do all of them.  It is highly recommended that when the answer is guessed that you record it on the board and have students record it in their notebook.

17 ways to improve your success in interviews:
-------------------------------------------------------------------------------

1. Show interest by preparing for the interview—research the company/industry, prepare a list of questions, and know your skills, talents, and accomplishments, etc.

 -------------------------------------------------------------------------------

2. Dress to reflect the image of a business professional. 

-------------------------------------------------------------------------------

3. Be early for interviews (10 to 15 minutes) and never be late. 

-------------------------------------------------------------------------------

4. Bring multiple copies of your resume, list of references, and (if appropriate) any work samples, and complete the company application neatly and in its entirety. 

-------------------------------------------------------------------------------

5. Express sincere interest in both the company and position. 

-------------------------------------------------------------------------------

6. Maintain good eye contact. 

-------------------------------------------------------------------------------

7. Extend a firm, friendly handshake. 

-------------------------------------------------------------------------------

8. De-emphasize money and fringe benefits. 

-------------------------------------------------------------------------------

9. Give direct responses to questions. 

-------------------------------------------------------------------------------

10. Express yourself clearly (voice, diction, grammar). 

-------------------------------------------------------------------------------

11. Exhibit confidence and poise (at ease, calm, relaxed). 

-------------------------------------------------------------------------------

12. Exhibit tact and courteous, well-mannered behavior. 

-------------------------------------------------------------------------------

13. Express a career purpose and interest in long-term opportunities (goals). 

-------------------------------------------------------------------------------

14. Indicate participation in company activities (team player). 

-------------------------------------------------------------------------------

15. Show interest in finding a good career opportunity. 

-------------------------------------------------------------------------------

16. Express appreciation for interviewer's time. 

-------------------------------------------------------------------------------

17. Follow up appropriately after each interview (phone call, thank you letter, etc.). 

Lesson 27 (Classroom)

Illegal Interview Questions

Objective:  
Students will learn which questions are illegal to use during an interview.

Materials:         
1- Illegal Questions Handout per student
1- How to Respond to an Illegal Question Worksheet per student
Teacher:
“There are laws that protect us from discrimination.  Most of us think of discrimination as a race, religion, or gender topic, but it can be much broader than that.  For example, it is illegal to discriminate based on weight or groups that you are associated with.  Because of these laws, employers can not ask certain questions.  I am going to give each of you a handout.  You have four minutes to read through this.”  Wait four minutes.  “Did you find this interesting?  Now, using this information, fill out the worksheet I am now giving you.  When you are finished, please turn it in.”
Illegal Questions Handout

Each state has passed laws outlining questions that are illegal to ask in a job interview.  Therefore you must do your research when you move from one state to another.  They will usually include most or all of the following examples.

Illegal:  “Have you ever been arrested?”
Legal:  “Have you ever been convicted of a crime?”

Illegal:  “Did you receive an honorable discharge from the military?

Legal:  “What type of training did you receive in the military?  What branch did you serve in?”

Illegal:  “How’s your health?” or  “Do you have any disabilities?”

Legal:  “Are you able to perform the tasks of this job?” or “Can you lift this 40 lb. box?”  This question must be asked to everyone that is interviewed.

Illegal:  “Do you plan to have a family?  Do you have pictures of your family?”

Legal:  “Are you able to travel as needed for the job?  Do you mind working overtime?”


Illegal:  “Are you a U.S. citizen?  Where were you born?  What language is spoken in your home?”

Legal:  “Are you authorized to work in the U.S.?  Which languages do you speak, write, or read?”

Illegal:  “What organizations do you belong to?”

Legal:  “Do you belong to any organizations that relate to this job?”

Name: ________________

How to Respond to an Illegal Question 

If asked an illegal question you have 3 options, circle the one that you would pick.

1) Refuse to answer the question.  

2) Answer the question

3) Answer the question with a question that redirects the answer to what you think the interviewer was after.

Three is probably the most effective way to answer.  The other two ideas can be used depending on the circumstances.  Here are some examples of how to use the third idea.
Interviewer says:  “Good morning, Mr. Sanchez.  That’s a Spanish name isn’t it?  We’re you born in Mexico?”

Your response: “Is that a requirement for the job?  I am authorized to work in the U.S.”

Interviewer says:  “What religion are you?”

Your response:  “I like to keep my religious views separate from work, and I respect that right for others.”

Now answer the following interview questions using this method.

Interviewer says:  “How much do you weigh?”

Your response:  “_______________________________________ ____________________________________________________________________________________________________________

Interviewer says:  “What organizations do you belong to?”

Your response:  “_______________________________________

____________________________________________________________________________________________________________

Lesson 28 & 29 (Classroom & Computer Lab)

After the Interview
Objective:  
Student will understand the importance of a follow-up to an interview.

Materials:         
1- Follow-up Handout per student



1- Sample Thank you letter per student

Teacher:  “Now that we have went through the entire interview process, we sit back and wait for the company to call us and offer the job.  Right?  Wrong.  We now have to do some follow-up.  I am now giving you a handout that has information about follow-ups.  You have four minutes to read this handout.  Go!”  

Once students read the handout, have them find a partner.  Ask them to take turns on who would be the “interviewer.”  The other student is going to talk to the “interviewer” as if they are on the phone doing a follow-up call.  Give them a few minutes to do this.  Once completed, have them write on a blank piece of paper what they would say, and then turn it in.  If time allows, you may give them the sample thank you letter and have them look through it.  Remind them to keep it for tomorrow.  The following day you may have them in the computer lab so that they can type a thank you letter.  If a computer lab is not available, do this in the classroom on paper.  

Follow-up Handout

After the interview, it’s time to relax and wait the phone call.  Right?  Wrong.  You can show the employer that you would be a good worker by displaying follow-up skills.  What are follow-up skills?  These are the skills that take additional effort after the job is complete.  For example, when a customer orders a meal in a restaurant, the meal is prepared and brought to the customer.  Follow-up skills are displayed when the waitress checks back to make sure everything is correct.  Or, after a grocery store clerk’s helper bags all of the groceries for the customer, follow-up skills are displayed when the clerk offers to carry the groceries to the car.  

After an interview, how do you show follow-up skills?

FOLLOW-UP SKILL #1 – TELEPHONE CALL
During the interview, you might have asked when you could phone the company to find out their hiring decision.  If you were told to call back, make sure you call back on the day mentioned.  If the interviewer promised to contact you by a certain date and does not, follow-up with a phone call.  Remember to be as polite during these phone calls as you were during the interview.  You might say, “This is Mary Smith.  I interviewed for the cashier’s job a week ago.  Mr. Jones mentioned that he would reach a decision by Monday (yesterday), and would let me know.  Have you made a decision yet?”  You will find out if you were hired.  If not, remember to thank the person for their time.  

If you were not hired, you may inquire about future jobs with the company by saying, “I would like to work for your store someday.  Can you tell me what I can do in the future to get a job with you?”  Write down any suggestions such as taking a class or getting more work experience.  Not everyone is hired after the first interview.  Many times workers return to a company after attaining desired skills.  For example, Jason, a college student, applies for a job at a classy restaurant because of the generous tips.  If he is turned down because he doesn’t have experience as a server, he may need to work at another restaurant for a while and then reapply at the original restaurant.  
FOLLOW-UP SKILL #2 – THANK YOU LETTER

Within three days of the interview, you should send a thank you letter for the interview.  This should be done even if you were told that you would be called for the results of the interview or if you called to find out the results.  A thank you letter does the following for you:

1. It shows that you have outstanding follow-up skills, since writing a letter takes effort.

2. It helps build a relationship with that company in case you want to reapply in the future.

3. It shows your interest in the company, and allows you to emphasize your strengths again. 

4. It puts your name in front of the interviewer so that they might remember you and call you when another job opening occurs.

Lesson 30-34 (Classroom & Computer Lab)

Interview Debriefing
Materials:

1- Interview Debriefing Handout per student



1- Interview Debriefing Worksheet per student
Teacher:  Handout an Interview Debriefing Handout to each student and have them read it silently.  Once they are done reading, have them find a partner.  

“Now that you have your partner, you will work together for the next several days.  You will now go through the entire interview process.  One of you will be the boss and the other will be the prospective employee.  Once you have completed everything, then you will switch roles.  At the end of this role playing experience, each of you will turn in all of the following materials (Write this on the board):

· A list of questions you asked in the interview as the boss

· A thank you letter from you to the interviewer (should be personalized)
· And a completed Debriefing Worksheet

You may begin.”

Interview Debriefing Handout
In the military, the debriefing process is used to attain accurate information from military personnel who are involved intense situations – for example, a POW (Prisoner of War) who is released, or a pilot who completes a rescue mission, or an infantryman in battle.  In the military, the personnel must report to a room and answer questions about the situation before they are able to continue with their workdays or their lives.  The goal of the debriefing process is to attain information while it is still fresh in the person’s mind and before any details are forgotten.  After you complete an interview, find a quiet spot to sit down and write answers to the following questions.  Use this process to improve your interview skills.

1. For what company did you interview?

2. For what job did you interview?

3. What was the name and job title of the first company person who greeted you?

4. What was the name of the person who interviewed you?

5. What was his or her job title?

6. Did you feel comfortable during the introduction to the interviewer (which may have included a handshake)?  Is there something you could have done better?

7. List as many interview questions as you can remember.

8. Rate each question on a scale from 1 to 10 (10 being the best) to score how you think you answered each question.

9. Rewrite an answer for any question in which you scored less than a 10.

10. Describe what went well at the interview.

11. What could you have done better in the interview?

12. What questions did you ask during the interview?  Were you given clear answers?

13. When will the hiring decision be made?  How will you know if you are not the person selected?  Will you do anything in the next 3 days to follow-up?
14. What things can you do to better prepare for the next interview?

Name:  ________________

Interview Debriefing Worksheet

1. For what company did you interview?

2. For what job did you interview?

3. What was the name and job title of the first company person who greeted you?

4. What was the name of the person who interviewed you?

5. What was his or her job title?

6. Did you feel comfortable during the introduction to the interviewer (which may have included a handshake)?  Is there something you could have done better?

_______________________________________________________________________________________________________________________________________________________________________________________________________________
7. List as many interview questions as you can remember.

1.  ____________________________________________________

2.  ____________________________________________________

3.  ____________________________________________________

4.  ____________________________________________________

5.  ____________________________________________________

6.  ____________________________________________________

7.  ____________________________________________________

8.  ____________________________________________________

9.  ____________________________________________________

10.  ___________________________________________________

8. Rate each question on a scale from 1 to 10 (10 being the best) to score how you think you answered each question.  (Write the number next to each question above)

9. Rewrite an answer for any question in which you scored less than a 10.

1.  ____________________________________________________

_______________________________________________________

2.  ____________________________________________________

_______________________________________________________

3.  ____________________________________________________

_______________________________________________________

4.  ____________________________________________________

_______________________________________________________

5.  ____________________________________________________

_______________________________________________________

6.  ____________________________________________________

_______________________________________________________

7.  ____________________________________________________

_______________________________________________________

8.  ____________________________________________________

_______________________________________________________

9.  ____________________________________________________

_______________________________________________________

10.  ____________________________________________________

_______________________________________________________

10. Describe what went well at the interview.

________________________________________________________________________________________________________________________________________________

11. What could you have done better in the interview?

________________________________________________________________________________________________________________________________________________

12. What questions did you ask during the interview?  Were you given clear answers?

1.  _______________________________________________________________
_________________________________________________________________
2.  _______________________________________________________________
_________________________________________________________________
13. When will the hiring decision be made?  How will you know if you are not the person selected?  Will you do anything in the next 3 days to follow-up?

_______________________________________________________________________________________________________________________________________________________________________________________________________________
14. What things can you do to better prepare for the next interview?

_______________________________________________________________________________________________________________________________________________________________________________________________________________
Lesson 35 (Classroom)

Is it a Good Job Offer
Materials:

1- Good Offer or Not Handout per student



1- Good Offer or Not Worksheet per student
Teacher:  “Now that we have interviewed for the job and sent our follow-up letter, we get the phone call.  Congratulations, they are offering you a job.  What now?  Do we take the job?  There are several questions that we will ask ourselves.  After meeting the company at the interview, you should have a pretty good feel for the company; however you may not know some of the details until they offer you the job.  On the handout that I am now giving you, you will find questions that you can ask or research in order to make sure that your decision is the right one.”
Give students 5 minutes or so to read the handout, then give them the worksheet to fill out.

Good Job Offer or Not?  Handout
Once you received a job offer, you are faced with a difficult decision.  How do you know if this is a job that you would enjoy doing?  Fortunately, most companies do not expect you to make up your mind on the spot.  You will probably be given from one day to one week to make your decision.  If you are not sure whether to accept a job offer or not, answer the following questions to help you with the decision.  These questions are adapted from the U.S. Department of Labor.

IS IT A GOOD PLACE TO WORK?

Becoming informed about the company will help you decide if it is a good place to work.  One way to do this is to talk to others who work for the company.  Also, watch workers as they leave their shift to see if they are happy and relaxed or grumpy and stressed.  Another way is to go to the library and see if there are any recent articles or information about the company.  This can give you some basic information about its size and also their involvement in the community.  You may also want to visit the chamber of commerce and ask for any information that they might have on the company, its products, and its services.  If it is a corporation, you can also call the companies’ public relations department and ask for its annual report to stockholders (people who buy shares into the company).  This report will give you information about the company’s policies, history, products, goals, and financial status (how much money it makes).

DOES THE COMPANY’S ACTIVITIES AGREE WITH MY INTERESTS, VALUES, AND BELIEFS?

You will have more energy and produce better work if you are enthusiastic about what the company does.  You will be unhappy if the company’s values are in conflict with your own.  For example, if you are a pacifist (person who does not believe in war to settle conflicts), you would probably not be happy working for a company that makes weapons for the military.  If you prefer American-made cars, you would not be successful selling foreign cars.  
IS A LARGE OR SMALL COMPANY BEST FOR ME?

Large companies often offer specialized jobs (you concentrate in one area), a variety of training programs, promotion opportunities, career paths, and more advanced technology, and better fringe benefits.  On the other hand, small companies allow you to become involved in many different tasks areas, have a closer relationship with the top management, and see more clearly how your work helps the company succeed.  

IS THIS A NEW COMPANY OR ONE THAT IS ESTABLISHED?

New companies have high failure rates, but for many people the excitement of helping create a company and sharing in its success offsets the risk of job loss.  Older and established companies may not be as exciting but are less likely to fail and lay off workers.
IS THE COMPANY OWNED BY A FAMILY OR BY STOCKHOLDERS?

A family-owned company may be controlled by one person or family which usually means that key jobs are reserved for relatives and friends.  A publicly owned company is controlled by a board of directors responsible to stockholders.  Key jobs are usually open to anyone with talent.

WHERE IS THE JOB LOCATED?

If it is in another city, can you afford the moving and housing expenses?  Do you want to live in that city?  If you need to drive to work, find out how much time and automobile expense will be involved.
WILL I ENJOY THE WORK?

Even if there are some neat things that you do at a job, you will still be unhappy if you dislike the day-to-day work activities.  Answering the following questions will help you make the right choice:  a) Will I be doing work that matches my interest and skills?  Read the job description carefully and call the person who offered you the job if you have questions.  b) Do I like the supervisor?  c)  Are the other employees friendly?  d) Will I be required to work irregular hours?  Some jobs may require you to work nights, weekends, and holidays – or overtime to meet deadlines.  Think about what effect work hours will have on your personal life.  e) How long do most people that enter this job stay with the company?  A high turnover rate (workers leaving their job) sometimes means that there are problems with the business, job tasks, or management that have resulted in unhappy workers.
WILL I BE ABLE TO ADVANCE AND EARN PROMOTIONS?

A good job offers opportunities to learn new skills, earn raises, and advance to positions with greater responsibility and pay.  A lack of opportunities can lower your interest in the job and result in frustration and boredom.

IS THE PAY GOOD?

The job offer should include the amount of pay.  To know if the pay is fair you can talk to others who have similar jobs, your career teachers, or look through classified ads.  Also, does the job include fringe benefits such as sick days, vacation, medical insurance, and a retirement plan?  You may find these answers by talking to someone who works at the company, or politely asking the person who offered you the job, or by talking to the personnel (human resources) department of the company. 

Name: _________________

Good Offer or Not Worksheet
1. How long do you usually have to make up your mind about a job offer?  _______________________

2. What are 5 ways to become informed about a company?

a. ____________________________________________

b. ____________________________________________

c. ____________________________________________

d. ____________________________________________

e. ____________________________________________

3. What type of company would be in conflict with your values?  Explain your answer.

____________________________________________________________________________________________________________________________________________________________________________________________________

4. Give 3 advantages of large companies?  _________________________________________________

5. Give 3 advantages of small companies?

_________________________________________________

6. Which size of company appeals to you?  ________________

7. What 5 questions should you ask to determine if you will enjoy the work?  
A) ___________________________

B) ___________________________

C) ___________________________

D) ___________________________

E) ___________________________

8. What are three opportunities that are offered by a “good” job?

a. _______________________________

b. ________________________________

c. ________________________________

9. What 3 things can you do to find out if the pay is good?

a. ________________________________

b. ________________________________

c. ________________________________

Lesson 36 (Classroom)

Find a Part-time Job
Materials:

1- Find a Part-time Job Handout per student




1- Find a Part-time Job Worksheet per student
Teacher:  “Most of us are busy with school and other obligations, so for the next several years, you are probably more interested in finding part-time job opportunities.  Part-time work is a great way to have a little extra money while in high school and a great way to help pay for college.  On the handout that I am giving you, you will find information on how to locate potential part-time jobs.  Go ahead and read this silently.”

Give students 5 minutes or so to read the handout, then give them the worksheet to fill out.

Find a Part-time Job Handout
Job Placement Office

Most universities and colleges have a Job Placement Office.  A staff person writes down information about a job — name of company, address, job title, skills required, days and times a worker is needed, and wage.  Then, the information is posted on a “job board” for students to read. A student may then go to apply for the job. If there are no postings, you may ask the person working there for a list of past employers.  Select three or four employers that appeal to you; visit these employers and ask if you may fill out a job application for a job opening that may occur in the future. Often, these employers are looking to fill a job opening but have not called the Job Placement Office yet. It is not unusual to fill out an application, get an interview, and be hired on the spot. When you visit these employers, be prepared to fill out an application and be interviewed.

Job Training Office

You may need work experience before an employer will hire you, but you cannot get work experience until you are hired. How do you get out of this circle? Go to the school’s job training office to enroll in a community class to work for school units (or credits) instead of pay.  Community classes are located in retail stores, hospitals, construction sites, business offices, and medical offices to name a few. After this class is completed, you have several things to add to your resume and applications: a) work experience; b) new skills; c) name of employers you can use as references. Also, you can ask your supervisor for a letter of recommendation to attach to future job applications. You may be offered a paying job after the class is completed. It is best to select a job training class that fits your interests and hires students. A class in firefighting may be interesting, but there will not likely be a job offering since students cannot work as part-time firefighters.

Friends and Family

Ask every one of your friends and family members to let you know immediately if there is a part-time job opening where they work so that you may apply for the job. You may also ask them to recommend you to their employer for a job opening that may occur in the future. Many employers ask current employees if they know of any good workers who need a job. In fact, studies show that over 30% of newly hired workers found out about job openings from friends or family.

Newspaper Help-Wanted Ads

Normally, newspapers are a good place to check. Newspaper ads are not always honest job offers. If a job offer seems too good to be real, it may be a scam (illegal or deceptive practice) such as: “Earn $10,000 monthly working at home” or “Start your own medical billing service and earn $1,000 weekly.” These ads usually ask you to send money before they will give you information. The information they send is worthless since the money cannot be earned as promised. Also, do not answer help-wanted ads that ask you to send personal information or resume to a post office box. Legitimate (legal) companies will list their name and phone number in the help-wanted ad so that you know who they are.

Name: ______________________
Find a Part-time Job Worksheet

1. List 6 pieces of information about a job that is posted on the job board for students to read.

2. In a job training class, for what do you work instead of pay?

3. List 5 places where community job training classes may be located.

4. a) List 3 things you have to put on an application after this class is completed. b) For what else can you ask?

5. a) For what should you ask every one of your friends and family members? b) What do studies show?

6. a) Define scam. b) Give one example of what a scam may advertise. c) To where should you not send your resume?

7. a) How do you locate businesses that offer temporary jobs? b) List 3 reasons employers use temporary workers. c) Give 5 benefits of temporary employment.

8. List 4 different types of self-employment services you may start.

9. List the 3 steps to use in making cold calls.

10. When making cold calls, what 3 things should you have?

11. a) Describe what you should do if the manager says “Yes.” b) Why do managers have a policy of hiring job applicants who check back?

