Lesson Plan

Career Skills
Lesson Plan #4       Grade: 9-12       Subject:  Career and Technical Education
	Long-term Student Learning Outcome(s):

The student will be able to successfully gather, prepare, and complete job applications, a resume, and other documents related to job-seeking


	Career and Technical Education Benchmarks to Be Addressed:

CTE.9-12.2.6
Career Planning – Job Application Process
Gather and prepare documents related to job-seeking 


	Description of Lesson:

Introduction of content and skills:

The instructor will provide information to students on why it is important for them to become knowledgeable on the job application process and managing documents related to job-seeking  – that this is the most common and necessary step for obtaining employment and supporting that they are capable of performing the jobs they are interested in.  Students will review the KeyTrain Career Skills online work readiness resource (that the instructor will need to demonstrate or have the students view the screencast of) on the job application process be exposed to sources of job opportunities (newspaper, online, self-initiated inquiry, etc.)
Activity:

Students will work individually to develop a job-seeking documentation guide for to serve as a reference for future job-seeking.  Students will identify potential work opportunities for jobs they may be interested in and gather, prepare, and complete documents relating to their job-seeking.  Documents may include an employer’s job application form, employer background literature and research, resume, reference list, cover letter, etc.  Students will work towards not only completing the documentation, but also, to do so in a manner that highlights their personal qualifications and strengths that would help them to successfully perform the job being sought.  Work time required: 6 hours = 2 hours review/research, 4 hours planning and development.
Students may obtain generic job details via the U.S. Department of Labor O*NET to help them gain an understanding of typical knowledge, skills, and abilities required by a particular job:

http://online.onetcenter.org/find/


	Formative Assessment Task Description:  

Students shall submit Career Skills certificate of completion for the lesson(s) reviewed.  Students will gather documentation that details a prospective job opportunity.  Students will determine the documents required to apply for the job and prepare rough drafts of documents that would need to be submitted.


	Rubric/Criteria Used: (cut and paste rubric here)

Advanced
Proficient
Partially Proficient 
Novice
Gather and prepare documents related to job-seeking, with accuracy 
Gather and prepare documents related to job-seeking, with no significant errors 
Gather and prepare documents related to job-seeking, with a few significant errors 
Gather and prepare documents related to job-seeking, with many significant errors 
Gathers prospective employer’s information on job opportunities, application requirements, and other employer-related documents and information, with thoroughness and full understanding of application and job requirements

Gathers prospective employer’s information on job opportunities, application requirements, and other employer-related documents and information, with sufficiency and general understanding of application and job requirements

Gathers prospective employer’s information on job opportunities, application requirements, and other employer-related documents and information, with some need to follow up for further information and understanding of application and job requirements

Gathers prospective employer’s information on job opportunities, application requirements, and other employer-related documents and information, with much need to follow up for further information and understanding of application and job requirements

Completes required job documentation, including employer application, resume, cover letter, and/or reference list, with completeness and in a manner that highlights personal qualifications and strengths
Completes required job documentation, including employer application, resume, cover letter, and/or reference list, with sufficiency and in a manner that meets minimum application requirements
Completes required job documentation, including employer application, resume, cover letter, and/or reference list, with some errors and in a manner that requires further work to meet application requirements
Completes required job documentation, including employer application, resume, cover letter, and/or reference list, with many errors and significant work is needed to meet application requirements
Completes required job documentation, including employer application, resume, cover letter, and/or reference list, with a high level of quality in aesthetics and organization
Completes required job documentation, including employer application, resume, cover letter, and/or reference list, with a sufficient level of quality in aesthetics and organization
Completes required job documentation, including employer application, resume, cover letter, and/or reference list, with a marginal level of quality in aesthetics and organization
Completes required job documentation, including employer application, resume, cover letter, and/or reference list, with a low level of quality in aesthetics and organization


	Resources/Materials Used: 

Career Skills online work readiness resource

Internet accessible computer to conduct Career Skills review and online research

Printer to print Career Skills certificate of completion

Computer and word processing application, or typewriter, to complete documentation

Newspaper job advertisements or other listings of job opportunities



