Creating 21st Century Classrooms: 

Connecting the Dots IV
Unit Design—Mirror, Map & Story
Unit Title:  Mirror, Map & Story
                          (title adaptation and conceptual inspiration from 

                          The Portfolio: Sonnet, Mirror and Map, Mary E. Diez, Oct. 1994)
Creators:  Gillian Staniforth & Nancy McDermott 
Topic:  Career Development
Grade Levels:  11-12
Content Areas:  Business Technology & Work Based Learning/Career Development
Approximate Duration:  One Semester
Enduring Understanding: 
Transitions are inevitable, unpredictable and create opportunity.
Essential Questions:  
How do I learn who I am and what is right for me?

How do my personal interests and abilities influence future career choices?
How can I best prepare for a successful career path in the global economy?

Unit Overview:   This unit is the first of three modules that will culminate in a post secondary transition plan that will be developed and designed by each student. The ‘Mirror’ is the process by which each student will self-reflect and self-assess in the exploration of a potential career path.  Students will participate in work-based learning opportunities, collaborate with community mentors, and connect their interests, abilities and prior learning to future goals.
Learning Goals:

Vermont Standards & Grade Expectations Assessed:

Common Core

1. Adaptability
2. Competitiveness

Business Competencies

3.0 Career Development and Relationship Management


3.1  Professional Development

TLO:  The student will demonstrate a working understanding of the concepts, tools, and strategies used to explore, obtain, and develop a business career.

CDRM1.1  Identify and describe functions of career development concepts, tools, and strategies (e.g. career planning, portfolio/resume, web-based tools such as job postings and other professional development resources; etc.).
CDRM1.2  Identify need for ongoing education; effective job interviewing skills; meeting dress, personal hygiene; and appearance codes set by management.
3.2  Communication

TLO:  The student will demonstrate a working understanding of the concepts, strategies, and systems used to obtain and convey ideas and information.

CDRM2.1  Elements of effective oral and written communication skills (e.g. email vs. business letter vs. memo)

American School Counselor Association (ASCA) National Standards

Career Development

Standard A: Students will acquire the skills to investigate the world of work in relation to knowledge of self 

C:A1 Develop Career Awareness
C:A1.3. Develop an awareness of personal abilities, skills, interests and motivations

C:A2 Develop Employment Readiness

C:A2.6 Learn how to write a résumé

C:A2.8 Understand the importance of responsibility, dependability, punctuality, integrity and effort in the workplace
Standard C: Students will understand the relationship between personal qualities, education, training and the world of work.

C:C1 Acquire Knowledge to Achieve Career Goals

C:C1.4 Understand that the changing workplace requires lifelong learning and acquiring new skills

C:C2 Apply Skills to Achieve Career Goals

C:C2.4 Apply academic and employment readiness skills in work based learning situations such as internships, shadowing and/or mentoring experiences
National Technology Standards for Students

Standard 4—Critical Thinking, Problem Solving, and Decision Making
Students use critical thinking skills to plan and conduct research, manage projects, solve problems, and make informed decisions using appropriate digital tools and resources.  Students:

b.  plan and manage activities to develop a solution to complete a project.

c.  collect and analyze data to identify solutions and/or make informed decisions.


Standard 6—Technology Operations & Concepts

Students demonstrate a sound understanding of technology concepts, systems, and operations.  Students:

a. Understand and use technology systems.

b. Select and use applications effectively and productively.

KUDs:   
· Students will know:

· Know yourself; personal strengths, technical and academic abilities, likes and dislikes
· The preliminary steps in applying for a job
· How to construct a resume and cover letter
· Interview protocol

· How to locate reliable occupational information
· How to research post-secondary majors

· How to create a multi-media presentation

· Students will understand:

· Connecting personal goals, learning, interests and abilities creates a sustainable and enriching career path
· Soft skills (personal characteristics) and technical skills/achievements/education are all important ingredients in finding successful and relevant employment
· Adaptability, flexibility and lifelong learning are essential in expanding or changing a career path
· Effective communication is complex and involves body language, oral and written components
· Students will be able to:

· Identify interests and abilities

· Research occupations
· Develop a personal mission statement
· Create business documents

· Resume

· Cover Letter

· Participate in an interview (Interviewee)

· Conduct an interview (Interviewer)

· Participate in job shadowing/an internship at a community work site
· Create a 5 year projection
· Create a multimedia presentation
· Deliver an oral presentation

Pre-requisite Considerations

Basic ICT literacy, including but not limited to keyboarding, documents and files, digital images, file maintenance, digital citizenship, basic Internet skills
Grade level literacy skills

Culminating Summative Performance Task:
For students:

“You will present a persuasive oral argument for the career path you have chosen to your classmates, your school  counselor, your community mentors, your teachers and your parents/guardians (optional).

You will create a multi-media presentation that will include your research, your reflections on your experiential learning, your insights, and where you see yourself in five years.  Your goal is to convince the audience why your career path will be a great fit for you.
Please consider that while your plan should be realistic, you should also be following your dream.  Challenge yourself, and don’t settle for less than you deserve.”
Creating 21st Century Classrooms IV:

Connecting the Dots
Assessment Design—Mirror 
Assessment Title: My Reflection – a 21st Century Vision

Name of Corresponding Unit: Mirror

Content Areas: Business Technology & Work Based Learning/Career Development

Creators: Gillian Staniforth & Nancy McDermott 

Grade levels: 11 & 12

Recommended Duration: One Semester
Vermont Standards & Grade Expectations Addressed:

Common Core

3. Adaptability

4. Competitiveness

Business Competencies

3.0 Career Development and Relationship Management


3.1  Professional Development

TLO:  The student will demonstrate a working understanding of the concepts, tools, and strategies used to explore, obtain, and develop a business career.

CDRM1.1  Identify and describe functions of career development concepts, tools, and strategies (e.g., career planning, portfolio/resume, web-based tools such as job postings and other professional development resources; etc.)

CDRM1.2  Identify need for ongoing education; effective job interviewing skills; meeting dress, personal hygiene; and appearance codes set by management
3.3  Communication

TLO:  The student will demonstrate a working understanding of the concepts, strategies, and systems used to obtain and convey ideas and information.

CDRM2.1  Elements of effective oral and written communication skills (e.g. email vs. business letter vs. memo)

American School Counselor Association (ASCA) National Standards

Career Development

Standard A: 
Students will acquire the skills to investigate the world of work in relation to knowledge of self 

C:A1 Develop Career Awareness
C:A1.3. Develop an awareness of personal abilities, skills, interests and motivations

C:A2 Develop Employment Readiness

C:A2.6 Learn how to write a résumé

C:A2.8 Understand the importance of responsibility, dependability, punctuality, integrity and effort in the workplace
Standard C: Students will understand the relationship between personal qualities, education, training and the world of work.

C:C1 Acquire Knowledge to Achieve Career Goals

C:C1.4 Understand that the changing workplace requires lifelong learning and acquiring new skills

C:C2 Apply Skills to Achieve Career Goals

C:C2.4 Apply academic and employment readiness skills in work based learning situations such as internships, shadowing and/or mentoring experiences

National Technology Standards for Students

Standard 4—Critical Thinking, Problem Solving, and Decision Making

Students use critical thinking skills to plan and conduct research, manage projects, solve problems, and make informed decisions using appropriate digital tools and resources.  Students:

b.  plan and manage activities to develop a solution to complete a project.

c.  collect and analyze data to identify solutions and/or make informed decisions.


Standard 6—Technology Operations & Concepts

Students demonstrate a sound understanding of technology concepts, systems, and operations.  Students:

c. Understand and use technology systems.

d. Select and use applications effectively and productively.

Assessment Overview: 

Students will present their culminating project to the class, their community mentor(s), their school counselor, their teachers and parent(s)/guardian(s) – optional.  Students will create a multimedia presentation of their choice which should compellingly and persuasively answer four key questions:  Who am I?  What do I know?  What have I done? What career path have I chosen and WHY?  

Description for Students: 

Culminating Summative Performance Task

“Summative Assessment:  ‘My Reflection’
During this semester you have spent considerable time and energy in defining, documenting and exploring your strengths, interests and abilities.  You must now put all this together and create a compelling and winning argument why you have chosen a specific career path and how it is a great fit for you.  

You must present all your arguments and evidence in an oral presentation to your audience who will include your parents/guardian (if you choose to invite them), your school counselor, your business teacher, your work based learning teacher, your community mentor(s) and your classmates.  You will have 30 minutes to present your case for your future success. 

You must create an accompanying digital visual presentation that will include the following evidence in the format of your choice:

· Your mission statement

· Your resume and cover letter

· Evidence of your work based learning experience

· Evidence of your informational interview

· Detailed knowledge of the career path you have chosen including working conditions, occupational outlook, educational requirements, salary ranges and other relevant information about how this career path works

· A five year projection (where do you see yourself in five years?)

Your presentation will be assessed using the attached rubric.  

Good luck, go for it and have fun!”

Differentiated Instruction: 

Differentiation occurs in content (each student’s experience and research of choice will become their primary content) and in the process (the digital visuals) that each student will choose for their presentation (could be SmartBoard, a web page, PowerPoint, Glogster, Prezi, video clips, embedded documents, Wordles, and the list goes on and on and on…..).

Student-Centered Learning: 

This subject area is particularly relevant to high school students who are nearing that magic yet scary moment when they graduate and join the real world.  Many seniors have considerable anxiety and trepidation about what will come next.  Using current and emerging technologies motivates and inspires students to learn and creates a frame for their work which they find creative and personally meaningful.  Having students direct their own transition planning and explore it through work based learning is an authentic and performance based decision making tool. Students will learn and practice communication skills on many levels with teachers, school counselors, peers, community members, career specialists, at the local and perhaps at a national or international level, and their own families.

 Inquiry-Based Learning:

Students begin this process with the core concept being their interests – and using these interests for a specific purpose – to begin to define the important and continuous journey through a career path that will lead to meaningful work and employment.  Students must begin this journey by questioning themselves – what do I like, what am I like, what am I good at, what do I want, what do I need?  By answering these questions students can develop transition plans that are much more likely to lead to personal and professional fulfillment.  When a person is successful in his or her own right, then they can begin to extend their influence for the good and benefit of others, which leads to greater prosperity and contentment.  This process can be difficult for students – they must take an honest and hard look at themselves and then begin to integrate knowledge of self with professional aspirations.
Materials:

Student-created content will form the basis for most raw material (mission statement, resume, cover letter, interview records, occupational information, interest inventory results, and so on;  this material will be generated, archived and most probably continuously edited throughout this process and beyond).

Resources: 

Students will have considerable hardware (computers, Flip video cameras, digital cameras, printers, scanners) and software resources and access to Web 2.0 tools. 

Links: 

Presentation Rubric

Summative Presentation Rubric “My Reflection”
	Student Name ____________________________________
After hearing what you have to say and viewing your visual presentation (remember you are the tour guide), each person in your audience should:

audience member should have a very clear idea of what career path you have chosen, why you chose it, and most importantly why it is a good fit for you. 

Oral Presentation Elements


	CATEGORY 
	Excellent - 4
	 Accomplished - 3
	Work in Progress - 2 
	Minimal - 1

	Introduction
	Great introduction of her/himself and the topic.
	Clear/basic introduction of her/himself and the topic.
	Weak introduction overall.
	Virtually no introduction.

	Voice & Tone
	No problem in understanding what is being said.  The volume is good at all times, and the pace of the speech is appropriate.
	Easy to understand most of what is being said.  The volume is loud enough to be heard almost all the time, and the pace is good (not too fast, not too slow).
	Sometimes hard to understand what is being said.  The volume is often too loud and/or too soft.
The pace is uneven and not always appropriate (sometimes too fast and/or too slow).
	Really hard to understand what is being said and the volume is almost always too loud and/or too soft.  The pacing is really inconsistent (too fast and/or too slow).

	Eye Contact
	Great eye contact all the time (but not so intense you feel like you are watching a stalker).
	Good eye contact most of the time.
	Eye contact is kind of minimal.
	Very little or virtually no eye contact.

	Poise 
	Speaker looks really relaxed, and self-confident and can think on his/her feet. Nothing seems to faze this person.


	Speaker does really well at appearing confident and at ease most of the time – just a hint of nervousness.
	Speaker is clearly anxious and does not seem at ease.  There are visible signs of nervousness and tension.
	Speaker is suffering from a bad case of nerves (visibly anxious or frozen) 
OR

doesn’t seem to care at all and appears uninterested.



	Body Language


	Movements/gestures seem fluid and natural and enhance and reinforce the message.
	Movements/gestures help the overall message.
	Movements/gestures detract from message

OR

Body language is very stiff and unnatural.
	Movements/gestures are over the top and overwhelm message

OR

Person looks like they cannot move (i.e. too wooden).

	Language:

Grammar

Vocabulary

 
	Speaker uses professional and proper language conventions (grammar, mechanics, specific vocabulary) at all times.
	Speaker almost always uses professional and proper language conventions.
	Speaker uses professional and proper language conventions at times, but the overall delivery is inconsistent.
	Speaker rarely uses proper language conventions which interfere with meaning.

	Strength of Message  
	What comes through is very convincing and focused. The speaker has created a clear and compelling argument for her/his choice of career path. There is pertinent, relevant and strong supporting evidence.
	The overall message is good but there are inconsistencies – it is not 100% convincing. The supporting evidence is good but the overall argument for the career choice could be strengthened.
	There is a mixed message or maybe not enough said to really form a clear impression of why the speaker has chosen this particular career path.  The supporting evidence lacks specifics, and is underdeveloped.
	There is little message (not enough focus or clarity to support the position) 

OR

The message is confusing so that the position of the speaker is not clear. 

There is little or no evidence to support the choice.

	Purpose/

Communication
Should address 4 key questions;

“Who am I?”

“What do I know?”

What am I good at?”
What career path have I chosen and WHY?  

	Purpose of assessment is highly articulated and supporting evidence is aligned, appropriate, and gives a thorough and convincing account of personal/professional development.  There is a clear demonstration of skills and achievement.
	Purpose of assessment is developed and supporting evidence is appropriate, and relevant. There is a convincing account of personal/professional development.
	Purpose is present but not highly developed and overall account of personal/professional development is underdeveloped and under-represented.  

(We know there is more to you than you have demonstrated in this presentation).
	Purpose in not evident and/or                                                                                                                                                                                                                                                                   is incomplete. There is little evidence of personal/ professional development.

	Conclusion
	The concluding statement is concise, powerful and persuades the audience that the chosen career path is a perfect fit for the speaker. There are no doubts.
	The concluding statement is effective and persuades the audience that this chosen career path could be a good fit but there are still some dangling threads.
	The concluding statement is not well focused or persuasive but does create somewhat of a positive direction for the speaker.
	There is little or no concluding statement 

And/or

It is confusing and unfocused and leaves a wide swath of many more questions than answers.


	Visual Presentation Elements


	CATEGORY 
	Excellent - 4
	 Accomplished - 3
	Work in Progress - 2 
	Minimal - 1

	Organization
	The visual presentation is highly organized and demonstrates good time management which enhances and amplifies the oral argument.
	The visual presentation is organized and supports the oral argument.
	There are gaps in organization which detract and/or have little effect on the oral argument.
	Organization is random and/or does not exist to the extent that the visual presentation detracts or confuses the oral argument.

	Support 
	The visual presentation demonstrates sophisticated critical thinking by including elements that are directly related to and inform the choice of the career path. The speaker has clearly linked experiences, documents and research to the career path choice in a transparent and relevant way.


	The visual presentation demonstrates critical thinking in providing adequate supporting evidence that is linked to the career path choice.
	The visual presentation shows some support of the career path choice but lacks detail, relevance and a clear connection between the speaker’s personal and professional goals, and values.
	The visual presentation does not support the career path choice in any clear and connected way.  There are random elements that lack detail and focus.

	Use of Presentation Technology/
Creativity
	There is sophisticated evidence of use of presentation technology that advances the oral argument and enlightens the viewer. The presentation demonstrates overall visual interest and includes creative, thematic and original elements.  
	There is evidence of presentation technology. The presentation adds to the oral argument and includes elements of visual interest. 
	There is minimal use of presentation technology.  The presentation shows some attempt, but limited use of visual enhancements, and may contain isolated elements that show some creativity or original elements. 
	There is little evidence of any attempt to use presentation technology.  The presentation shows no evidence of attempt to enhance visual presentation, or incorporate original, creative elements.

	Depth of Knowledge:

Content
	The presentation contains the required content elements* which unequivocally demonstrate comprehensive knowledge of the career path. 
	The presentation contains the required content elements* which provide a good understanding of the chosen career path. 
	The presentation contains most of the required content elements*, however the demonstration of knowledge of the career path is not complete and convincing.
	The presentation lacks several required content elements*, and demonstrates only superficial knowledge of the career path.



	Writing/Grammar
	There are no spelling or grammatical errors.
	There are 3 or fewer spelling or grammatical errors.
	There are more than 3 spelling and grammatical errors.
	There are numerous spelling and grammatical errors that are distracting & confusing. 


*Required Content Elements

· Your mission statement
· Your resume and cover letter

· Evidence of your work based learning experience

· Evidence of your informational interview

· Detailed knowledge of the career path you have chosen including working conditions, occupational outlook, educational requirements, salary ranges and other relevant information about how this career path works

· A five year projection (where do you see yourself in five years?)
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Creating 21st Century Classrooms:

Connecting the Dots IV
Lesson 1
Lesson Title:  Who Am I?

Name of Corresponding Unit:  Mirror, Map & Story
Creator:  Nancy McDermott & Gillian Staniforth
Grade level(s):  11-12
Recommended Duration:  1 class (80 minutes)
Essential Question:  How do my personal interests and abilities influence future career choices?

Specific Learning Goals for this lesson:

· Students will know themselves; personal strengths, academic abilities, likes and dislikes

· Students will understand that connecting personal goals, learning, interests and abilities creates a sustainable and enriching career path

· Students will be able to identify interests and abilities
Lesson Overview:   Students complete an interest inventory, with personality ranking results, and chose careers that are related to their areas of interest.
Description & Sequence: 

1. Quick write on what career students would like to pursue.

2. Discuss how student interests relate to chosen career.

3. Individually students complete the online Career Key* interest inventory.  See handout with instructions.  

4. The results of the Career Key interest inventory rank the personality type (Realistic, Investigative, Artistic, Social, Enterprising, and Conventional) for each student.  Students will click on their high ranking personalities and choose occupations of interest to them.  The result will be a list of student’s personality type by score and related occupations.
*You can purchase the Career Key interest inventories in bulk for $1 per student.

Pre-Assessment:  Quick write on what career students are interested in. 
Formative Assessment(s):   Students will print out their scores for each of the six personality types and the list of jobs they chose from each personality type.
How will you Differentiate Instruction for various learners?   

Advanced students will work together in groups of 3 or 4 using the Holland’s Theory of Career Choice, to see who they are most compatible to work with—a link from the text score results “What Your Test Scores Mean”.

Student-centered learning: 

“Who I Am” is authentic and relevant in that it addresses a need students are very concerned about in the final years of high school, “What will be my career path for the future?”
Inquiry-based learning: The Career Key test helps students process their interests and how these interests relate to possible careers.
Materials:  Career Key instructions handout

Resources:  Internet access, http://www.careerkey.org, www.vsac.org
Vermont Standards & Grade Expectations Addressed:

American School Counselor Association (ASCA) National Standards

Career Development

Standard A: Students will acquire the skills to investigate the world of work in relation to knowledge of self 

C:A1 Develop Career Awareness
C:A1.3. Develop an awareness of personal abilities, skills, interests and motivations

21st Century Skills including Technology:  

National Technology Standards for Students

Standard 4—Critical Thinking, Problem Solving, and Decision Making

Students use critical thinking skills to plan and conduct research, manage projects, solve problems, and make informed decisions using appropriate digital tools and resources.  Students:

c.  collect and analyze data to identify solutions and/or make informed decisions.

Standard 6—Technology Operations & Concepts

Students demonstrate a sound understanding of technology concepts, systems, and operations.  Students:

a. Understand and use technology systems.
File Attachments: Career Key Instructions Handout
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Career Advice
Match your personality with,

o Careers
o Career Clusters or Pathways
* College Major or Training Program

The Career Key

The #1 source for choosing a career, career
Ppathway, college major, or training program.

« 24 Millon users since 1997;

« Respected by professionals, worldwide;

« One of the few scientifically valid career tests;

« Based on Holland3€™s theory of career choice
and best science and practices of career

counseling;

« Accurate, comprehensive information about
matching occupations;

« Featured in Wall Street Journal;
« Licensed by top educational companies;

« Created by Dr. Lawrence K. Jones, NCC,
counseling psychologist.

> Take the Career Key™ Test

Education Options

o Choose a Career Cluster or Career Pathway
* Choose a College Major or Training Program
o Select a College, Apply, Finance

Login
By Lawrence K. Jones, Ph.D., NCC
Solutions for your needs:
Students.
Parents
Adults
School Counselors & Teachers
College:
Career Development
Professionals
Potential Licensees
“Our gosl i for you to
make the best career 5
o educational chorce
possible” A5,
My story / /
“The Author
The 2010 What Job is Best for You?
Book Now Available
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On the Internet, open up the site www.careerkey.org
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On the top right of the page, click on Login
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See Ms. McDermott for the User Code
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O sus oriver

O siclogist

O cavyer

O wbrarian

O apartment Manager
O Teacher

O 1nsurance cleric

O nurse

O novelist

O musician

[ Tax expert

O social worker

O Fish & Game warden
O ank Teller

[ Restaurant Manager

O actor/actress

O carpenter

O pancer

O Farmer

[ electrical Engineer
[ Clothes Designer
O salesperson

O chemist

O airplane pilot

O Laborstory Tachnician
[ eookkesper

[ Research scientist
[ mechznical Engineer
O chemical Technician

O singer

O ehysical Therapist
[ ssles Manager

O sank examiner

O Truck mechanic

O astronemer

O artist

O counselor

[ usiness Teacher
[0 1nsurance sales Agent
[ spesch Therapist
O Rradio/Tv Announcer
O court Reporter
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After your teacher types in the User Code: 

· Click on Take the Test
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1. T like to work vith animals, tools, or machines.

© Tre O wostly True O not True

2. Tlike to study and solve math or sciance problems.

O True O wostly True @ not True

3. Tliks to do creative activities like art, drams, crafts, dance, music, or creative writing.

O True © wostly True O not True

4. Tlike to do things vhsrs T can help people - liks, teaching, first aid, or giving information.
© Tre O wostly True O not True

5. Llike to lead and persusde people, and to sell things and ideas.
O True © wostly True O not True

. Tliks to vork vith numbers, records, or machines in a set, ordary vay.
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On the Which jobs interest you? Window, 

· type your first and last name and retype your same password (middle name)

· check each job that interests you

· click on continue
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Career Key™ test scores

Resd through thass steps and than start

2. Idantity the parsanslity tys for vhich you recsivad th highsst scors.
2. Click on its name below. Whan you do, all of the occupations for that type vill be listed.

3. Click each of thoss occupations that interest you, including the ones that you would like to know mors about.
a

. Then, do the same thing for the "type” that you got the second highast score. You may 3lso vant to do this for your
third highast score.

NaneyMeDarmott's Caraar Key Tast Scoras

Realistic = 9 Investigative Astistic
Social= 20 Enterprising = 7 Conventionsl = 10

Generally. you vill be happiest in 3 job that matches your personality type. It is 3 good des to look st the jobs listed
For the two or thras personality types that you have the highast scorss.
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Work your way through the next few pages, answering the questions as accurately as possible.

When done the questions pages, you will receive your Career Key test scores.
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Career Key™ test scores

Test Summary
NancyMcDarmott,
Hare ars your scoras for sach of the six parsanslity types 2nd the st of the jobs that you chose for asch ons.

5. Print this page now, <o you vill hava = copy for futurs use. Yas, you vill be sble to raturn to this pags for the naxt
90 days by clicking "Login’ at the top of our home pag and entering your User Code. But aftar that, you vl not

be able to ratun. So, be surs to print it now.

Learn about the jobs you identified. Click on the jobs you selacted. You villfind answers to = full range of

questions like, What do people 4o in it? What training is raquirad? How much do they pay? We recommand that

you,
© Print the pages that intersst you, and
© Bookmark the pags for sach job that intarasts you.

Read WWhat Your Test Scoras Mean. You vill learn the meaning of your scores and how they ars related to making

= good career choice.

4. Explore the rast of our websits for information and advice. It is =l bazed on tha bast practices 2nd science
vailzsle.

5. Read fich Ouslity Decizions. You vill laarn the vary bast vay to maks = dacision.

You have 90 days ramaining to raturn to this pag to sxplors the rasuls furthar.

Personality Types Scores.
Artistic =3 Conventional = 10
Exscutive Secratary or Administrative
assistant
Medicel Secretary
Sswstery
Tnvestigative =3 Realistic= 9. Social = 20
Earmer or Rancher Child, Esmily. or School Socis 3
Jsusler Worker
Baker Counseler
chat Educstionsl, Vecationsl, er School
ook Restaurant Counzeler
Wooduorker Heslth Educator

Rehsbitstion Counsslor
Recrestionsl Thersoist
Collegs or Community Collsas
Tescher
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Click on Next to move on to the next page.
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Social Job

Click hare for a description of the Social personality type.

Thers are five groups of thess jobs. Thay ars called "vork groups.” The First ans, for examal, is called “Social Service:
Click =3¢ job that intarasts you, indluding thoss you veuld liks to know mors sbout. Each of thass vill b8 put on your
Personal Job Options list that you vill ss= vhen you are dons.

To list and choose occupations for another personslity type, dlick on the desired type belov. If you are done and vould
like to ses your personal job options list, click the Done button.

Social Services
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Child, Family, or School Social Worker
Clergy

Clinical Psychologist

Counssling Psychologist

Counsslor

Educations, Vocstionsl, or School Counselar
Elgibiliy Intervisver

Haslth Educator

Marriags and Family Tharapist

Mantal Heslth Counsslor

Brobation Officar or Comactions| Trastmant
Specialist

Rehsbilitation Counsslor

School Psychologist

Nursing, Therapy & Health
Promo
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Athlatic Trainar
Dental Hygiznist
Distatic Tachnicizn
Distitian or Nutrtionist

Massage Therapist

Educational & Library Services
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College or Community College Teachar
Elementary School Teacher

Health Specialties Teacher, Postsscondary,
Instructions! Coordinator

Law Teacher, Postsecondary

Librarian

Library Technician or Assistant

Midle School Teacher

Nursing Instructor or Teacher

Philososhy or Religion Teacher, Postsecondary
Braschool or Kindargarten Teacher

Secondary School Teacher

Self-Enrichment Education Teacher

Special Education Teacher

Teacher Assistant

Teacher, Postsacondary.
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Instructions:

1. Which personality type has the largest number?

2. Click on the blue personality type with the highest number.

3. Check each occupation that interests you or you would like to know more about.
4. [image: image19.wmf]Click on the second highest score and check the occupations that interest you.

5. Continue with each personality type you would like to explore.

When you have listed all interesting occupations, click on Done.
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Print this page!!!!!
Creating 21st Century Classrooms:

Connecting the Dots IV
Lesson 2
Lesson Title:  Finding the Right Fit

Name of Corresponding Unit:  Mirror, Map & Story
Creator:  Nancy McDermott & Gillian Staniforth
Grade level(s):  11 & 12
Recommended Duration:  2 classes (80 minutes each)
Essential Question:  How do my personal interests and abilities influence future career choices?

Specific Learning Goals for this lesson:

· Students will know themselves; personal strengths, academic abilities, likes and dislikes

· Students will understand that connecting personal goals, learning, interests and abilities creates a sustainable and enriching career path

· Students will be able to identify interests and abilities
Lesson Overview:  Students begin to identify potential careers, gather information about those careers, and match the career information with the results from their self-assessment.
Description & Sequence: 

1. Log onto the Career Key site.  Take a look at the list of jobs you generated last class.  Pick the one job that interests you the most and send me a quick e-mail with all you know about this job—you have 5 minutes to write.

2. Brainstorming—What do you need to know about the career(s) that interests you?

3. Once again, look at the list of jobs you generated in Career Key. Pick the top 3 careers that you want to explore.  

4. Each career is a click away to a link to the Occupational Outlook Handbook, http://www.bls.gov/oco/ .  This site will give you loads of information about the career.  Log into your Moodle account and open the Career Key Chart.  Complete the Career Key Chart with 3 careers and the following information for each career:  Nature of Working Conditions; Training Needed, Job Outlook, and Earnings.  Create a Glogster with this information.  

5. My Dream Job in 5-10 Years.  Create a snapshot of what your future career will be.  Pick a career, and reflect on what your life would be like in 5 to 10 years.  Where would you live?  What company would you work for?  What would your title be?  What would you be doing on a daily basis?  How much money would you make?  Create a Glogster with this information.  

Pre-Assessment: A quick write on all info students know about the job that most interests them.
Formative Assessment(s):   
Completed Career Key Chart





Glogster
How will you Differentiate Instruction for various learners? 

Job satisfaction can make such a big difference in how much you enjoy your career.  This exercise will help advanced students maximize their job satisfaction.  Students go to Career Key page http://www.careerkey.org/asp/career_options/top_ten_expectations.html and read about the “Top Ten Job Expectations Most Wanted”.  They then prioritize the order they are looking for in a job.  Also, are there other expectations not mentioned that are important to them?
Student-centered learning:   Students choose to learn about the careers that most interest them.  Students are making connects between their interests and the nature of the work in a chosen career.
Inquiry-based learning: Students create a document that compares three careers of interest to them.
Materials:  Career Key word table
Resources:  Internet access, http://www.careerkey.org, Moodle, Glogster, Occupational Outlook Handbook http://www.bls.gov/oco/ 
Vermont Standards & Grade Expectations Addressed:

Business Competencies

3.0 Career Development and Relationship Management


3.1  Professional Development

TLO:  The student will demonstrate a working understanding of the concepts, tools, and strategies used to explore, obtain, and develop a business career.

American School Counselor Association (ASCA) National Standards

Career Development

Standard A: Students will acquire the skills to investigate the world of work in relation to knowledge of self 

C:A1 Develop Career Awareness
C:A1.3. Develop an awareness of personal abilities, skills, interests and motivations

National Technology Standards for Students

Standard 4—Critical Thinking, Problem Solving, and Decision Making

Students use critical thinking skills to plan and conduct research, manage projects, solve problems, and make informed decisions using appropriate digital tools and resources.  Students:

c.  collect and analyze data to identify solutions and/or make informed decisions.

File Attachments: Career Key word table

CAREER KEY

Your Name

	Career
	Nature of Work &

Working Conditions
	Training
	Job Outlook
	Earnings

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


The most fascinating fact I learned while reading job descriptions in the Occupational Outlook Handbook is . . .  

Creating 21st Century Classrooms:

Connecting the Dots IV
Lesson 3
Lesson Title:  Life in the Fast Lane . . . or Not?

Name of Corresponding Unit:  Mirror, Map & Story
Creator:  Nancy McDermott & Gillian Staniforth
Grade level(s):  11 & 12
Recommended Duration: 4 classes (80 minutes each)
Essential Question:  How do my life style choices compare with future career choices?

Specific Learning Goals for this lesson:

· Students will know themselves; likes and dislikes

· Students will understand that connecting personal goals, learning, interests and abilities creates a sustainable and enriching career path

· Students will be able to identify interests and abilities
Lesson Overview:   Students have a chance to compare their lifestyle choices to the income they would make in their chosen career.
Description & Sequence: 

1. Students print screen, paste, and crop their grades from PowerSchool to a SmartBoard document and link it to the PowerSchool web site, then upload the document to their Moodle account.  
2. View a PowerPoint slide show of houses, cars and toys to get students to think about what they would like their life to be like in 10 years.

3. Using the 10-Year Plan Handout and the Internet, students choose a house, car and toys they will want to own in the future, and create a SmartBoard presentation.  This assignment includes researching loans for both the house and car and insurance for the car.  See sample SmartBoard assignment.

4. Using the SmartBoard, brainstorm with the entire class all expenses they will need to pay 10 years from now when they own their home.

5. In Microsoft Excel, each student will create a monthly budget, including all living expenses.  At the bottom of this budget, students will compare their monthly expenses with their monthly after tax income.  This is a good time to brainstorm with students the different ways to make adjustments to their budget, as they must match expenses with income.
Pre-Assessment:  Students print screen, paste, and crop their grades from PowerSchool to a SmartBoard document and link it to the PowerSchool web site, then upload the document to their Moodle account.  
Formative Assessment(s):   SmartBoard Assignment, Monthly Budget in Microsoft Excel
How will you Differentiate Instruction for various learners? Each student will search for their own home, car and toys, then create a budget that aligns with their chosen career and salary.
Student-centered learning:   Students choose their home, car and toys.  Students are making connections between their life style and their career choice.
Inquiry-based learning: Students create a budget to align their future life style costs to their future career earnings.
Materials:  10-Year Plan PowerPoint, 10-Year Plan Handout, Sample SmartBoard Assignment, Sample Monthly Budget
Resources:  Internet access, SmartBoard software, Microsoft Excel
Vermont Standards & Grade Expectations Addressed:

Business Competencies

3.0 Career Development and Relationship Management


3.1  Professional Development

TLO:  The student will demonstrate a working understanding of the concepts, tools, and strategies used to explore, obtain, and develop a business career.

CDRM1.1  Identify and describe functions of career development concepts, tools, and strategies (e.g. career planning, portfolio/resume, web-based tools such as job postings and other professional development resources; etc.)

American School Counselor Association (ASCA) National Standards

Career Development

Standard A: Students will acquire the skills to investigate the world of work in relation to knowledge of self 

C:A1 Develop Career Awareness
C:A1.3. Develop an awareness of personal abilities, skills, interests and motivations

National Technology Standards for Students

Standard 4—Critical Thinking, Problem Solving, and Decision Making

Students use critical thinking skills to plan and conduct research, manage projects, solve problems, and make informed decisions using appropriate digital tools and resources.  Students:

b.  plan and manage activities to develop a solution to complete a project.

c.  collect and analyze data to identify solutions and/or make informed decisions.


Standard 6—Technology Operations & Concepts

Students demonstrate a sound understanding of technology concepts, systems, and operations.  Students:

a. Understand and use technology systems.

21st Century Skills including Technology:

Financial, Economic, Business and Entrepreneurial Literacy

• Knowing how to make appropriate personal economic choices
     Make Judgments and Decisions

• Interpret information and draw conclusions based on the best analysis

• Reflect critically on learning experiences and processes
ICT (Information, Communications and Technology) LITERACY

     Apply Technology Effectively

• Use technology as a tool to research, organize, evaluate and communicate

File Attachments: 10-Year Plan PowerPoint, 10-Year Plan Handout, Sample SmartBoard Assignment, Sample Monthly Budget
10 Year Plan

How many times have you wondered  .  .  .


Where will I be in the future?


What will I do in the future?

Here’s your chance to experiment with your life in 10 years.
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House

In 10 years you will definitely need is a house!  

You may use one of the following links to local real estate agencies, but you are certainly welcome to use any real estate agency you would like.  
www.allseasonsre.com
www.bigbearrevt.com
www.jimcampbellrealestate.com
www.conleycountry.com
www.farmandforest.com
Create a new SmartBoard presentation, with the following: 

· Your name & a picture of your house

· Including a link to the web address where you found your house

· A picture including the price of your house

· Info on your house, including:

· the property tax

· the name of town your house is in

· Table with costs

· http://www.mortgagecalculator.org/
· Link to the mortgage calculator
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Automobile

In Vermont, we really need a car to get around.

Take some time and research on the Internet the car you believe you might like in 10 years. (Keep in mind you will have to pay for this car).

Here are some links that will start you on the way to finding your perfect car, although it is your choice what car you buy.  
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http://www.subaru.com        http://www.ford.com   
http://www.chevrolet.com/
Add to your SmartBoard presentation, with the following: 

(
a picture of your car

· the price of your car

· all pertinent info on your car

· the web location of your car

Note:

You do not need to buy a new car.  There are many places on the Internet to buy a used car, including deLaBruere Auto and Greensboro Garage.

Auto Loan

	Use an online calculator to find the monthly payments of your new automobile. http://www.bankrate.com/calculators/auto/auto-loan-calculator.aspx
Purchase Price:        The cost of your car

Interest Rate:            7%

Monthly Payments:  Leave Blank

Months:                    48 (4 Years) and 60 (5 Years)

Down Payment         0

Insurance                  0
	

	Create a table in SmartBoard to show your results.
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Auto Insurance
Now that you have your car, you will need Insurance.  

Do an Internet search to find and apply for auto insurance.   You will need full coverage.

Add the following insurance info to your SmartBoard presentation: 

· the cost of auto insurance for one year using the car you picked, (remember, you will be 10 years older)—print screen of your insurance details
· the web address of the insurance you purchased

Notes:

· It may take some time to work through the insurance process.  Make sure you have a good 30 minutes when you begin.  

· You may need an e-mail address for your insurance quote to be sent.
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TOYS

Of course you will need some toys.  Find three toys you would like 10 years from today.  As an idea, I would like a kayak, a new road bike, a laptop computer, a digital camera, and a puppy.  

You will need to add the following information to your SmartBoard presentation for each toy:

(
a picture of your toy

· the price of your toy

· a link to the web address where you found your toy

· an estimate on what it will cost to keep your toy going for an average month
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Creating 21st Century Classrooms:

Connecting the Dots IV
Lesson 4
Lesson Title: Mission Possible

Name of Corresponding Unit: Mirror, Map & Story
Creators: Gillian Staniforth & Nancy McDermott
Grade levels: 11 - 12
Recommended Duration: 1 week
Essential Question:

How do my personal interests and abilities influence future career choices?

Specific Learning Goals for this lesson:

· Students will know:
· What a mission statement is

· How to develop his/her own mission statement

· Students will understand:
-     That a mission statement is a guiding principle for individuals, not-for-profits and businesses

-     How personal and business values connect in creating purpose

· Students will be able to:
· Create his/her own personal mission statement

· Research using the web

· Communicate in a professional manner using email

Lesson Overview Students will explore the definition of ‘mission’ and explore different mission statements of businesses, individuals and not-for-profits.  Students will create his/her individual mission statement through a variety of group activities, and by analyzing and reflecting on his/her strengths, abilities and interests.
Description & Sequence: 
PART 1 (First class 80 min.)

1. Students will discuss in a large group some of the individual responses to the pre-assessment question quick write.

2. Students will form small groups (2 – 3) and pick one of the identified companies/businesses to research.  They will try to locate a published mission statement for their targeted business/company and then analyze the statement for:

· Core purpose

· Identity

· Values

· Principle business aims
3. Students will present their analysis to the class and discuss whether they believe the mission statement is effective and clear, or not, and why. 
4. Students will brainstorm in a large group and come up with a definition of ‘mission statement’.
5. Students will do Mission Match, a SmartBoard activity led by the teacher, to review, analyze and discuss some internationally known corporations and their respective mission statements.
6. Assign students to read the article Developing Effective Vision and Mission Statements before the next class.
PART 2 (Second and third classes of the week)
7. Students will work individually on his/her own mission statement (see Mission Statement Guidelines). Students will conference with peers, and access teacher coaching during this time and refer to interest inventory results and Career Key information. Students will be given time as needed to write/edit/rewrite.

8. When all students have completed his/her individual statement, all statements will be Wordled and the large group will conduct a word analysis to identify common themes/words/values.

9. Students will post his/her mission statement to Moodle to share with the class.

10. Students will choose one person outside of the school community and correspond by email to get informal feedback on his/her mission statement (see Mission Statement Email Assignment)
Pre-Assessment:  What company/business do you admire and why?
Formative Assessment:
Informal observation of large group activity





Wordle





Email assignment
Summative Assessment: Individual mission statement (this will be included in the final Unit Assessment).
Differentiated Instruction:
Students can choose groups and types of businesses/companies/non-profits to research.

Students will work at his/her own pace/level on the written product and will be given extra time/help as needed.

Students can conceptualize/visualize their individual statements.

Student-centered learning:  
Students will work in a variety of collaborations to come to a clear understanding of what a mission statement is.  Students will create her/his own mission statement taking into account personal and professional values and aspirations which is a fundamental answer to the question “what is important to me?”  Students will be exposed through their own research and others’ to multiple perspectives on purpose (both personal and corporate) and will try to create their own personal balance between the two.  Feedback will come from peers, teachers and community members which will further inform the students’ perspectives.
Inquiry-based learning:
The question of who you are and how you want to define your purpose is very elemental and must start with the student.  The final product, in this case the mission statement, will have both a personal meaning for each student and a global meaning for the class – students will learn where their values, goals and priorities intersect with their peers’.

Materials:

Internet Access

Resources:
Moodle, SmartBoard, Article: Developing Effective Vision and Mission Statements
http://www.inc.com/resources/startup/articles/20050201/missionstatement.html , Job-Seeker's Glossary of Key Job-Hunting, Career, Job-Search, and Employment Terms

http://www.quintcareers.com/jobseeker_glossary.html
Vermont Standards & Grade Expectations Addressed:

Business Competencies

3.0 Career Development and Relationship Management


3.1  Professional Development

TLO:  The student will demonstrate a working understanding of the concepts, tools, and strategies used to explore, obtain, and develop a business career.

CDRM1.1  Identify and describe functions of career development concepts, tools, and strategies (e.g. career planning, portfolio/resume, web-based tools such as job postings and other professional development resources; etc.)

21st Century Skills:

LIFE AND CAREER SKILLS

Initiative and Self-Direction


Be Self-Directed Learners

· Demonstrate initiative to advance skill levels towards a professional level

· Reflect critically on past experiences in order to inform future progress
NETS-S:
2. Communication and Collaboration

3. Research & Information Fluency

5. Digital Citizenship
File Attachments:
Mission Match - SmartBoard

Mission Statement Guidelines 
Mission Statement Email Assignment 

Lesson 4 - Mission Statement Guidelines

The goal is to create/develop/define your own personalized, meaningful, descriptive statement of your mission.

A Mission is defined as 'Purpose, reason for being' -  simply "Who I am and what I do". F
A Mission Statement is a sentence or short paragraph which is written by a company, corporation, business or individual which reflects the core purpose, identity, values and principle (business) aims.  

Below are some general guidelines you should focus on (these refer primarily to business but are equally applicable to personal mission statements). Your intended audience is your ‘customers’.  
A mission statement for a not-for-profit or business generally:

· Is short and concise (less than 150 words) 

· Is clearly understood by clients /customers as well as volunteers /employees

· Reflects what the organization/business does
· Reflects why the organization/business is in existence 

· Is developed from the customer’s/client’s perspective
· Identifies benefits 

· Identifies the uniqueness in the community/market 

Steps:
1. Write a first draft and conference with a peer/teacher/counselor/family member/friend/etc. to see how your statement sounds.  Read it out loud to them and get some feedback.  Do they get it?  Can they describe to you what your primary mission is?

2. Edit:  Proofread, revise, try out some different vocabulary, take a good hard look at your statement – here less is really more.  Too many words, too many ideas create confusion and diffusion.

3. Write a final version and then you can dress it up.  Create a look you like – you can add color, shape, different fonts and emphasis.  Again, less is more.

4. When you are satisfied and have had a post-write conference with the teacher, post your mission statement to Moodle.

Top Ten Mission Statements 

Lesson 4 Mission Statement Email Assignment

Now that you have a mission statement, it is time to try it out.  Most corporations/businesses publish their mission statements prominently to create a corporate culture/identity.

This is your first step in publishing your mission statement. 

Steps:
1. Pick a recipient to receive a copy of your mission statement via email.  Who to pick?  Choose someone you know and trust, and who knows you.  Some ideas:  a family member outside of your immediate household, a teacher, a coach, school counselor, community member that you do volunteer work with, an administrator, a member of an organization you belong to (a church, a student organization, a theater group).  The list goes on.

2. Obviously you need to have a valid PROFESSIONAL email address for yourself that needs to be appropriate for a school based activity (check with your teacher if you have an question about what is ‘professional’ and/or ‘appropriate’). You will also need a valid email address for your communication with your chosen recipient.  If necessary you may need to contact your recipient to get their email address and their permission to email them if you intend to use their company/business email address.  

3. When you send your statement you can do it in either of two ways: (remember that some servers do not allow attachments to be opened so that it is always safer to do both of the following)

· Email it as an attachment 

· Embed it in your email message

4. When you send your email message please use professional email protocol:

· Keep your message short and clear (use appropriate language at all times).

· Do not write in all CAPITALS (this is like shouting at someone)

· No text language (e.g. BTW) or emoticons (e.g. ( or : - ) ) .

· Make sure your message is easy to read (be careful of color, font and BOLD, italics, etc.)

· Do not disclose confidential material in your email message

· Thank your recipient for their time and give them one valid phone number should they want/need to speak to you.
5. Please remember to include the following information in your message:

· Identify yourself and include the information that your request is part of a school based project.  

· A polite request for your recipient to review your statement and respond with some comments – you might want to ask them to respond directly to a question:

e.g. “Could you please read over the attached copy which is my personal mission statement? Could you please let me know, after reading it, do you feel that you have a clear understanding of what my stated purpose is?”
· A timeline (please ask for feedback within two days)

6. Draft a message and review it for clarity and typos prior to sending it (you may want to get a second pair of eyes to look it over).

7. Send your message (bcc it to yourself for your records).

8. If necessary send a follow-up email in two days if you have not received a reply.

9. Print out and submit in hard copy, both your initial communication and the reply when you have received it.

Creating 21st Century Classrooms:

Connecting the Dots IV
Lesson 5
Lesson Title:  Me In a Nutshell

Name of Corresponding Unit:  Mirror, Map & Story
Creator:  Nancy McDermott & Gillian Staniforth
Grade levels:  11 & 12
Recommended Duration:  3 classes
Essential Question: How can I best prepare for a successful career path in the global economy?

Specific Learning Goals for this lesson:

· Students will know the preliminary steps in applying for a job and how to construct a resume & cover letter
· Students will understand soft skills (personal characteristics) and technical skills/achievements/education are all important ingredients in finding successful and relevant employment
· Students will be able to create business documents
· Resume

· Cover Letter
Lesson Overview: Students will learn why resumes and cover letters are important to the job search.  They will learn how to write a resume and cover letter.
Description & Sequence: 

1. Quick write from each student on what a resume and cover letter are used for and what the elements are in each.
2. Tell a story of two positions open in a school, a business teacher and a janitor.  Have students guess how many applicants there were for each position.  Keep track of score with a small prize for the winner. Correct answer:  50 applicants for the janitorial position, one applicant for the teaching position.  Discuss with students how the school board goes about deciding which of the 50 applicants they would interview for the position.

3. Looking at sample resumes, students will work in groups of 3 to 4 to determine which 3 applicants they would interview for specific jobs.  Groups take turns explaining why they chose their top applicant and what they like about this persons resume.

4. Using the “Job Hunting Handbook” by Harry Dahlstom as a guide, walk students through creating different parts of their resume, beginning with their name and contact info.  Students may use a sample resume to guide them on creating their resume.  

5. Have students check out Resume Bloopers at http://www.joke-archives.com/workplace/resumebloopers.html. What not to put in your resume.

6. When complete, students must take a copy of their resume home and return it signed by a parent/guardian with comments.  They will make necessary changes and pass both copies in.

7. Introduce cover letters and why they are used.  Handout on creating cover letters.  Each student creates their own cover letter.

8. Students will write a one page paper on the strengths of their resume and cover letter and why they believe they would be picked for an interview.

Pre-Assessment:  Quick write from each student on the purpose and elements of a resume and cover letter.
Formative Assessment(s): Resume, Cover Letter, Paper on Strengths of Resume and Cover Letter
Summative Assessment:  Resume and Cover Letter
How will you Differentiate Instruction for various learners? More advanced students could use the resume information to create a resume brochure and/or create business cards.
Student-centered learning: Creating a resume and cover letter is authentic work as students will actually be using these documents in the near future to market themselves as they explore career paths, interview for jobs and internships and address college admission requirements.
Inquiry-based learning:  Creating a resume and cover letter help the student better understand themselves and how they will be perceived by future employees.  Both the resume and cover letter are personalized to the students own future goals. 
Materials:  Sample resumes, Sample job want ads, Resume and Cover Letter handout
Resources:  “The Job Hunting Handbook—How to Land an Interview, Impress the Hiring Manager, and Get the Job.”, by Harry Dahlstrom, http://www.joke-archives.com/workplace/resumebloopers.html, http://hotjobs.yahoo.com/resume, http://jobstar.org/tools/resume/cletters.cfm, http://resume.monster.com/
Vermont Standards & Grade Expectations Addressed:

Business Competencies

3.0 Career Development and Relationship Management


3.1  Professional Development

TLO:  The student will demonstrate a working understanding of the concepts, tools, and strategies used to explore, obtain, and develop a business career.

CDRM1.1  Identify and describe functions of career development concepts, tools, and strategies (e.g. career planning, portfolio/resume, web-based tools such as job postings and other professional development resources; etc.)

3.4 Communication

TLO:  The student will demonstrate a working understanding of the concepts, strategies, and systems used to obtain and convey ideas and information.

CDRM2.1  Elements of effective oral and written communication skills (e.g. email vs. business letter vs. memo)

American School Counselor Association (ASCA) National Standards

Career Development

Standard A: Students will acquire the skills to investigate the world of work in relation to knowledge of self 

C:A1 Develop Career Awareness
C:A1.3. Develop an awareness of personal abilities, skills, interests and motivations

C:A2 Develop Employment Readiness

C:A2.6 Learn how to write a résumé

National Technology Standards for Students

Standard 6—Technology Operations & Concepts

Students demonstrate a sound understanding of technology concepts, systems, and operations.  Students:

e. Understand and use technology systems.

f. Select and use applications effectively and productively.

21st Century Skills including Technology:

COMMUNICATION AND COLLABORATION

Communicate Clearly

• Articulate thoughts and ideas effectively using oral, written and nonverbal communication skills in a variety of forms and contexts

ICT (Information, Communications and Technology) LITERACY

Apply Technology Effectively

• Use technology as a tool to research, organize, evaluate and communicate information

File Attachments: Resume and Cover Letter handout
RESUME AND COVER LETTER RESOURCES

http://hotjobs.yahoo.com/resume
http://jobstar.org/tools/resume/cletters.cfm
http://resume.monster.com/
Cover Letter Format Guidelines:

Your Resume Heading

Month Day, Year

Mr./Ms./Dr. FirstName LastName
Title
Name of Organization
Street or P. O. Box Address
City, ST Zip Code

Dear Mr./Ms./Dr. Last Name

Opening paragraph: State why you are writing—be specific—what job are you applying for and how you learned of the organization or position. 

2nd paragraph: Tell why you are interested in the employer or type of work the employer does.  Demonstrate that you know enough about the employer or position to relate your background to the employer or position. Mention specific qualifications which make you a good fit for the employer’s needs. This is an opportunity to explain in more detail relevant items in your resume.  Sell yourself here!
3rd paragraph:  Indicate that you would like the opportunity to interview for a position or to talk with the employer to learn more about their opportunities or hiring plans. State that you would be glad to provide the employer with any additional information needed. Thank the employer for her/his consideration.
Sincerely

(Your handwritten signature)

Your name typed
Enclosure—Resume

Creating 21st Century Classrooms:

Connecting the Dots IV
Lesson 6
Lesson Title: In the Hot Seat

Name of Corresponding Unit: Mirror, Map & Story
Creators: Gillian Staniforth & Nancy McDermott
Grade levels: 11 - 12
Recommended Duration: 1 week
Essential Question:

How can I best prepare for a successful career path in the global economy?

Specific Learning Goals for this lesson:

· Students will know:
· How to prepare for an interview

· The steps of a formal interview

· Students will understand:
-    The interview process is very subjective however the interviewee can control his/her preparation

-     That effective communication involves words, tone, and body

language
· Students will be able to:
· Set up an interview

· Forward business documents including a resume and a cover letter to an interviewer

· Prepare for an interview

· Participate in a real time interview

Lesson Overview: Students will discover what qualities, skills and behaviors combine to create successful interview outcomes.  Students will watch interviews, may participate in practice interviews, and finally will set up and interview with a community enterprise of their choice, in their career path of interest.

Description & Sequence: 
PART 1 (First class 80 min.)

1. Quick write on the pre-assessment question followed by a large group discussion.  Students can offer to share their experiences on a voluntary basis.

2. Students will watch video of several clips and work in small groups to identify behaviors that both add to and detract from the interview.

3. Groups will report out to the class about their observations and the class will come up with a list of ‘dos’ and ‘don’ts’.
4. Students will select from several Practice Interview Scenarios and work in small groups on preparing to interview for the position outlined in the scenario. 

5. Practice interviews:  the teacher will ask for a volunteer to participate in a quick 5 minute interview on his/her selected scenario and other students will record observations in real time.  This can be repeated with other students given the time constraints of the class.
6. Interview Task (to be completed outside of class time): Ask students to talk to a friend or family member that recently been interviewed. What did they like or did not like about the interview process? (Students can email, SKYPE, Facebook or face to face talk for this assignment).
Experiential Elements
7. Students will choose a community enterprise/business in their chosen career path where they would like to do their internship.  Teacher and school counselor coaching are necessary at this point as is the collaboration with the work based learning teacher to establish viable, appropriate and practical placements. (Internships will be supervised by the work based learning teacher and total hours, from 12 – 20, will take place over the next 4 weeks.  Internship hours can be accumulated during and after school, and/or on weekends as specified in each student’s work based learning contract).

8. The student will establish contact with the work site (again with the teacher and the work based learning specialist as coaches),  and set up an interview, submitting their resume and cover letter electronically when possible, or hard copies of the respective documents, prior to the interview.

9. The student will participate in the interview (timing will depend on the availability of their interviewer).

10. Debriefing in the class will take place with group discussions and one on one follow up as necessary with the work based learning teacher.  Each student will complete a self-assessment using the Interview Checklist.

11. Interviewers will submit an informal written observation (Interview Checklist) of the interview process and as needed students will debrief with his/her interviewer.

12. Students will send a thank you (follow up) letter to the interviewer within 1 school day after the interview.

13. Students will participate in a Moodle forum on a voluntary basis on what worked/didn’t work for them in their interview.

Pre-Assessment:
Describe your most memorable interview?  If you never have participated in an interview, answer this question:  ‘What characteristics do you think are important in working with a team?’ (or substitute another open-ended question that would be asked in an entry level interview).
Formative Assessment:
Informal observation of practice interviews





Informal class discussions

Participation in real time interview and feedback with Interview Checklist (from the interviewer, and the student’s self-assessment)
Differentiated Instruction:
Students who need more preparation can work one on one with the work based learning teacher prior to setting up their interview.
Students choose their career path and work with a community mentor/enterprise.

Students can choose from multiple sources in researching interview techniques and protocols.
Student-centered learning:  
Students will work with peers, teachers, community mentors on this project and will direct their own interview by choosing the career path of their choice.  This experience will deepen the students’ knowledge of the professional world and at the same time help them assess and develop their own strengths.  Students must take an active role in planning the interview, preparing for it and then meeting the challenge of a real interview.
Inquiry-based learning:
Students need to answer a very specific question throughout this experience – how can I best communicate who I am?  The interesting and enlightening part in answering this question is that the content with which to substantiate the answer must come from within.  Students must learn that in order to be successful in the global economy they must each come up with their own inventory of skills and abilities, connect them with positive personal attributes and then present this package to the outside world

Materials:
Internet Access

Resume (developed previously – Lesson 5)

Cover Letter (prototype developed previously – Lesson 5 - and tailored to the prospective internship site)

Resources:
Moodle, Cracking the Coding Interview (Video), Gayle Laakmann, Job-Seeker's Glossary of Key Job-Hunting, Career, Job-Search, and Employment Terms

http://www.quintcareers.com/jobseeker_glossary.html
Vermont Standards & Grade Expectations Addressed:

Business Competencies

3.0 Career Development and Relationship Management


3.1  Professional Development

TLO:  The student will demonstrate a working understanding of the concepts, tools, and strategies used to explore, obtain, and develop a business career.
CDRM1.2  Identify need for ongoing education; effective job

interviewing skills; meeting dress, personal hygiene; and

appearance codes set by management.

3.5 Communication

TLO:  The student will demonstrate a working understanding of the concepts, strategies, and systems used to obtain and convey ideas and information.

CDRM2.1  Elements of effective oral and written

communication skills (e.g. email vs. business letter vs. memo).

American School Counselor Association (ASCA) National Standards

Career Development

Standard C: Students will understand the relationship between personal qualities, education, training and the world of work.

C:C2 Apply Skills to Achieve Career Goals

C:C2.4 Apply academic and employment readiness skills in work based learning situations such as internships, shadowing and/or mentoring experiences

21st Century Skills:
LEARNING & INNOVATION SKILLS

Critical Thinking and Problem Solving


Reason Effectively

· Use various types of reason (inductive, deductive, etc.) as appropriate to the situation
Communication and Collaboration


Communicate Clearly

· Articulate thoughts and ideas effectively using oral, written and nonverbal communication skills in a variety of forms and contexts
· Use communication for a range of purposes (e.g. to inform, instruct, motivate and persuade)

LIFE AND CAREER SKILLS
Social and Cross-Cultural Skills


Interact Effectively with Others

· Conduct themselves in a respectable, professional manner
NETS-S:
2. Communication and Collaboration

3. Research & Information Fluency

5. Digital Citizenship
File Attachments:
Lesson 6 Practice Interview Scenarios

Lesson 6 Interview Task 

Lesson 6 Interview Checklist

Lesson 6 

Practice Interview Scenario 1

North Country Career Center

Business Technology – Job Opening

This job was advertised online and in 

The  Burlington  Free Press, October  _ _ , 20_ _

POSITION:

Entry Level Position - Accounts Receivable

DUTIES:
Challenging environment in a health care facility.  Multi-task position in a fast paced office.  Responsibilities include, but are not limited to: answering telephones, computer work, and data entry.

REQUIREMENTS:
MS Excel, Access and Word: accurate data entry, G/L and A/R, excellent interpersonal communication, and strong organizational skills with an eye for detail. 

SALARY & BENEFITS:
Commensurate with Qualifications and Experience
Interested candidates should submit a resume and any letters of recommendation to:

Mary R. Simpson, Human Resources Manager

Northeast Allied Health Services

409 Winooski Avenue

S. Burlington,  VT 05409

mrsimpson@nahs.com
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Practice Interview Scenario 2

North Country Career Center

Business Technology – Job Opening

This job was advertised online and in 

The Chronicle, October  _ _ , 20_ _

POSITION:
The Orleans School Board is seeking a full-time administrative assistant.  The position requires:

· Excellent interpersonal, verbal and written communication skills

· High level of confidentiality

· Working knowledge of Microsoft Office including Word, Excel, & Access

· Data analysis and compilation skills

· Ability to manage many tasks effectively in a fast-paced environment

· Other office support expertise such as filing, scheduling, and ordering supplies

Competitive salary and benefits offered.

Interested candidates should submit a resume and any letters of recommendation to:

Corey L. Wagner, Human Resources Manager

Orleans Central Supervisory Union

100 Main Street

Barton,  VT 05822

clwagner@ocsu.org

Practice Interview Scenario 3

North Country Career Center

Business Technology – Job Opening

This job was advertised online and in 

The Boston Globe, October  _ _ , 20_ _

POSITION:

Entry Level Position – Bank Teller

DESCRIPTION: 
This position is responsible for the delivery of quality customer service through efficient handling of routine over the counter transactions and for recognizing and acting upon sales opportunities that present themselves during the transactions. 

REQUIREMENTS:
Tellers must communicate a sincere desire to provide high-quality service, have excellent oral and written communication skills, be willing to learn and use the full range of First National’s products and services, have the ability to recognize and refer sales opportunities, have excellent Math skills, and the ability to effectively handle all routine branch transactions.  Successful candidate will be expected to develop advanced referral/sales skills under the direction of experienced tellers or branch management.

SALARY:
Banks R US & U offers a competitive salary and benefits package.  


Send letter of interest and resume in confidence to:

Banks R US & You

Attn:  Ellen Q. Moneypenney, Human Resources

25 Harvard Square

Cambrigde,  MA 12097

eqmoneypenney@banksrus.com

Lesson 6 Interview Task

Now that you know some of the finer points of what a good interview sounds and looks like, it helps to hear about others’ experiences.

Your task is to find someone (a friend/family member/co-worker) who has recently gone through an interview (could be for a job, college admission, article for example).

Have a brief conversation with them (face to face, web based, phone) and dig for a little information that may be useful to you:

For example you may want to ask – (these questions are just suggestions in no particular order).

· How did you dress?

· How did you hear about this job opportunity?

· What makes you nervous/what keeps you calm?

· What was the hardest question you were asked?

· Did you get the job?

· How long was your interview?

· Did you have to do any performance based tasks?

· What happened when you first met your interviewer?

· How did you know when the interview was over?

· How did you know what would happen afterward – when you might find out the result?

· What questions did you ask?
Steps:

1. Find someone to talk to who has had an interview recently.

2. Prepare a few questions in advance to be ready to ask.  Keep a pen and paper with you in case you think of other questions on the fly.

3. Call them and set up a time to talk.  Be ready to go with your questions at your first contact (some people are very spontaneous and just like to go with the flow so your opportunity to talk to them may occur at your first contact).

4. Get any technology ready and test it out prior to your talk.

5. Talk to your person – let the conversation flow and remember to be an active listener and record some of your thoughts right away if it helps you remember key points in the conversation

6. Write down a few key points and be ready to share.

North Country Career Center 

Lesson 6 INTERVIEW CHECKLIST

Student:___________________________ Date:_____________  Interviewer: ____________________










Great Job 

Almost There
Not Enough

Greeting and Introduction:  Student arrived on time, 

introduced herself/himself with confidence and a firm handshake. 

Student told you the purpose of the visit and stood until 

she/he was asked to be seated.

COMMENTS:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Appearance/Posture/Grooming:  Student was dressed neatly, 

professionally, and appropriately. She/he had a great first impression.

COMMENTS:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Maturity:  Student had good interview skills, was well organized,



persuasive and acted professionally.  Student was confident, 

poised and polite.

COMMENTS:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Presentation and Preparation:  Student was well prepared, 

presented her/his knowledge of the position and gave 

a convincing account of personal history and background.  

The student also asked relevant and appropriate questions.

COMMENTS:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Personal Salesmanship:  Student had a great overall interview 

and maintained good eye contact throughout the interview.  

The student would be considered a suitable candidate for

an internship/work based learning experience.

COMMENTS:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Suggestions:________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Creating 21st Century Classrooms:

Connecting the Dots IV
Lesson 7
Lesson Title: Role Reversal

Name of Corresponding Unit: Mirror, Map & Story
Creators: Gillian Staniforth & Nancy McDermott
Grade levels: 11 - 12
Recommended Duration: 1 week
Essential Question:

“How do I learn who I am and what is right for me?”

Specific Learning Goals for this lesson:

· Students will know:
· How to research a specific career path

· The steps of conducting an informational interview

· Students will understand:
-     That a successful informational interview is a two way conversation

-     That effective communication involves words, tone, and body language
· Students will be able to:
· Set up an informational interview

· Prepare relevant and focused closed and open ended questions

· Conduct an informational interview

· Record the findings

Lesson Overview: Students will work in small groups to come up with specific questions that they will ask their ‘career specialist’ in the discovery of how that person functions in their field. Students will take on the role of the interviewer and learn what an informational interview is.  Students will conduct an informational interview with their identified  ‘career specialist’ and create a record of the interview.

Description & Sequence: 
PART 1 (First class 80 min.)

1. Quick write on pre-assessment question followed by a large group discussion.  

2. Students will form small groups (can be random or based on career clusters) and brainstorm what questions they would like to ask a career specialist in their chosen career path. 

3. Groups will report out to the class with their top three questions and the class will come up with a complete list of pertinent,  relevant questions (as determined by the students with input from the teacher and the work based learning teacher). The final list will be posted to Moodle.

4. Practice interview:  the teacher will ask for a student volunteer to conduct a practice  interview based on a short list of questions that the student has chosen (the classroom teacher or the work based learning teacher can act the part of the ‘career specialist’).  Other students will make real time observations (use the Checklist for Informational Interview) and focus on the flow of the interview, the body language of both parties,  the tone, and the effectiveness of the questions. The interview will be recorded.

5. Students will review the interview as a class and share observations.  The teacher and the work based learning specialist will guide the review. 

6. Students will work individually or with a partner to come up with an analysis of how being an interviewee is different/similar to conducting an interview.  Students can share this information in class and/or on Moodle.
7.  Informational Interview Task (to be completed outside of class time): Students will be required to interview a career specialist in their chosen career field. Students can choose to conduct their interview in person, or by distance (e. g. LNV, SKYPE, Scopia). The teacher and the work based learning teacher may need to work with individual students on selecting and/or contacting career specialists depending on the career field.  Students will be asked to record some portion of the interview and will be assisted in obtaining permissions as necessary by both the classroom teacher and the work based learning teacher.
Experiential Elements:
8. Students will conduct their informational interview at a mutually agreed upon time.  The work based learning teacher will assist in setting up the interviews and will review with each student prior to the interview the interview format, technical requirements and the questions. 

9. Students will process as a group and one on one what worked, challenges and any observations.

10. Students will post a segment of their recorded interview to Moodle.

Pre-Assessment:
If you could interview anybody, who would you choose and what would you ask them?  What would be the most important thing you would like to learn from this person?
Formative Assessment:
Informal observation of question generation.





Informal class discussions





Recorded interviews

Differentiated Instruction:
Students who need more preparation can work one on one with the work based learning teacher prior to setting up their interview.
Students choose their ‘career specialist’.

Students choose the format of the interview and the questions they will ask.

Students choose how to record the interview.

Student-centered learning:  
Students take an active role is describing what type of person they would like to interview and then develop and define what questions they will ask.  Students will need to network with professionals in setting up and recording the interview which will be a truly authentic experience.  Students will be asked to connect this second interview experience (being the ‘interviewer’) to their first (Lesson 6 – being the ‘interviewee), and discover both perspectives in this process which will most likely reoccur multiple times in their professional working life. 
Inquiry-based learning:
Students start from where they are and then look down the road to where they might one day want to be. This process begins with their interests and will hopefully answer some very important questions for them. 
Materials:
Flip Video Cameras
Call Recorder for SKYPE

Resources:
Moodle, SKYPE, Scopia, Example of interview using Call Recorder for SKYPE
http://michaelhyatt.com/how-to-record-a-video-interview-in-eight-steps.html , 

Job-Seeker's Glossary of Key Job-Hunting, Career, Job-Search, and Employment Terms

http://www.quintcareers.com/jobseeker_glossary.html
Vermont Standards & Grade Expectations Addressed:

Business Competencies

3.0 Career Development and Relationship Management


3.1  Professional Development

TLO:  The student will demonstrate a working understanding of the concepts, tools, and strategies used to explore, obtain, and develop a business career.

CDRM1.2  Identify need for ongoing education; effective job interviewing skills; meeting dress, personal hygiene; and appearance codes set by management)

3.6 Communication

TLO:  The student will demonstrate a working understanding of the concepts, strategies, and systems used to obtain and convey ideas and information 

CDRM2.1  Elements of effective oral and written communication skills (e.g. email vs. business letter vs. memo)

American School Counselor Association (ASCA) National Standards

Career Development

Standard A: Students will acquire the skills to investigate the world of work in relation to knowledge of self 

C:A1 Develop Career Awareness
C:A1.3. Develop an awareness of personal abilities, skills, interests and motivations

21st Century Skills:
LEARNING & INNOVATION SKILLS

Critical Thinking and Problem Solving


Make Judgments & Decisions

· Effectively analyze and evaluate evidence, arguments, claims and beliefs
Communication and Collaboration


Communicate Clearly

· Listen effectively to decipher meaning, including knowledge, values, attitudes and intentions

LIFE AND CAREER SKILLS
Social and Cross-Cultural Skills


Interact Effectively with Others

· Know when it is appropriate to listen and when to speak
NETS-S:
2. Communication and Collaboration

4. Critical thinking, problem solving and decision making

5. Digital Citizenship

6. Technology Operations and Concepts
File Attachments:
Checklist for Informational Interview
Informational Interview Task
Consent Form

Suggested questions
Lesson 7 Checklist for Informational Interview

The objective is to observe the interviewer and record what you see and hear that is positive and would make for a good interview.  Your job is to objectively listen and watch and then check off positive behaviors and attributes of the interviewers that are clearly in evidence. You can add brief comments in the ‘Could have used more…..’ column (e.g. Pacing – “time between questions”).
Yes           Kind of        Could have used more…….

Introduction

    Firm handshake, 2 -3 seconds

Eye Contact

Good Posture

Positive Body Language

Clear Voice and Tone

Appropriate volume of voice

    (not too soft, not too loud)

Language is professional and

    appropriate (no slang, etc.)

Good listener

Good pacing of questions

   (not too fast, not too slow)

Questions are focused 

    and concise

Good mix of open-ended and

    closed-ended questions

Conclusion

Thank you to interviewee

     (Sincere, brief)

Closing handshake

     Firm, 2 -3 seconds

Lesson 7 Informational Interview Task Assignment

Your task is to conduct an informational interview with a career specialist in your chosen career path.  Based on your prior research about the career path, and your knowledge and experience of the roles of both the interviewer and the person being interviewed, you will now conduct and record an informational interview.

Your goals are:

· To learn more about your chosen career path from the career specialist

· To set up an interview (including consent to video tape the interview if necessary)

· To conduct the interview 

· To record the interview

To complete this assignment you need to be well organized, prepared and be a good time manager.

Steps: 
1. Identify your career specialist and conference with your teacher and the work based learning teacher on how to best approach/contact this person.
2. Make the contact and set up the time and place.  Inform your interviewee about the length of the interview (15 – 20 minutes of interview time, 5 -10 minutes of technology set up and testing), the purpose of the interview, and the technology format you would like to use.  At this point, you may need to forward this person the consent form for use of photographs or video recording.
3. PLEASE NOTE:  the technology available to you and more importantly your interviewee may determine what method you will use to record your interview.  FLIP Cameras may be the easiest and simplest method to use in face to face interviews.  Distance interviews may require SKYPE, Scopia or using the LNV.  Details, procedures and permissions will need to be obtained and set up through the teacher and the work based learning specialist.
4. Prior to the interview, prepare your list of questions and review them with peers, your teacher and the work based learning teacher to come up with a final list. Be ready to add or delete some questions during the actual interview.
5. Be on time and appropriately prepared for your interview (remember dress, grooming, body language, voice and tone, and professionalism). Review the checklist prior to the interview and think about each point.
6. Give yourself adequate time to set up your technology and run a quick test.
7. If your technology fails just prior to or during the interview, resort to the tried and true method of paper and pencil (technology can be your best friend when it works, and the alternative can be your worst enemy).
8. Post a segment (3 or 4 questions/answers) to Moodle.

Lesson 7

North Country Career Center

Photograph and Videotape Consent Form

1. I, the undersigned, hereby consent to be photographed and/or videotaped by ​​​​​​​​​​​​​​_________________________, of the North Country Career Center for the purpose of a school based project supervised by teachers, Nancy McDermott and Gillian Staniforth.

2. I understand that the photographs and/or taped content will be used by ______________________________ for the purposes of his/her presentation at school. These photographs and/or video tape will be used solely for this purpose and will not be distributed to any other parties by other means (including print, Internet, or any other copy of the original material).

3. I have read and understand this consent and have had all my questions concerning it answered to my satisfaction by ___________________________________________________________.

4.  I have received a copy of this document.

Date: _____________________________________

Signature: ____________________________________    Witness: ______________________________

SCHOOL USE:
Name of Student: _______________________________________________________________

Name of Interviewee: ___________________________________________________________

Business: _____________________________________________________________________

Address: ______________________________________________________________________

__________________________________________________________ Phone Number: _______________________

Email Address: ________________________________________________________________________

Lesson 7 Suggested Questions to ask your ‘Career Specialist’ 
You can use any of these questions and add more of your own.  There is no limit to the questions you might want to ask someone about their job/career but remember to keep your questions focused on their work and issues related to work (i.e. background, training, working conditions). Refer to the Moodle list for other ideas. 

· What is your specific job title?

· What is your educational background? What specific courses/trainings have helped you the most in this position?

· Is there a routine? What is your daily routine like? 

· What skills do you require to accomplish your daily work?

· What personal characteristics do you think are most important in this career path?

· What types of information are essential on a resume to get a job like this?

· What is the salary range for this job?

· Could you do this type of work anywhere – what types of restrictions are there?

· How did you get this specific job? (What steps did you take, if any, along the way to get to this specific job?)

· What are the working conditions like?

· What is the stress level like? 

· Do you need a specific degree/license/certification for this job?

· What do you like best about your job?

· What is the most challenging part of your job?

· Who do you work with?

· Are there opportunities for advancement in this type of career path?

· How many hours on average do you work in a week?

· What are the risks/dangers in this type of work?

· If you didn’t do this type of work, what would you like to do?

· What would your dream job be in this career path?

· What has been your best experience in this line of work?

· Is there anyone else you suggest I talk to?

· Do you have any recommendations for me to succeed in this career path?

Creating 21st Century Classrooms:

Connecting the Dots IV
Lesson 8
Lesson Title: The Subtle Art of Persuasion

Name of Corresponding Unit: Mirror, Map & Story
Creators: Gillian Staniforth & Nancy McDermott
Grade levels: 11 - 12
Recommended Duration: 1 week
Essential Question:

How can I best prepare for a successful career path in the global economy?

Specific Learning Goals for this lesson:

· Students will know:
· Presentations need to be tailored to the specific audience

· The elements of effective public speaking

· The elements of effective visuals
· Students will understand:
-     A fully developed position on a subject requires multiple perspectives

-     That effective communication involves words, tone, and body language
· Students will be able to:
· Present an oral argument for or against an idea

· Use visuals in strengthening their position

Lesson Overview: Students will participate in a quick situational analysis and then take a stance of the viability of an entrepreneurial proposition.  Students will present their argument orally and then research, analyze and identify effective elements of public speaking and oral presentations. Students will then prepare and present a short oral presentation on the subject of employability, with some visual backup/support. There will be an informal assessment of each student’s presentation (including a self-assessment).

Description & Sequence:
PART 1 (First class 80 min.)

1. Students will participate in a SWOT analysis in groups of 3 - 4 on the feasibility of opening up a small business in the Northeast Kingdom.  They can choose any type of business idea.

2. Groups will work on their SWOT and then come up with a persuasive argument for or against the plan.

3. Students will present their SWOT orally using their SWOT grid as a visual aid.  Other groups will make observations on the oral presentations and the strengths and/or weaknesses of the visual backup.

4. The teacher will guide a large group discussion about oral presentations and students will brainstorm the key points in presenting information effectively.  Students can check this qualitative list against their quick pre-write and look for examples of effectiveness.

5. Students will research using the web to find short examples of effective public speaking (option: use VideoAnt to annotate clips). Clips can be shared in class or posted to Moodle with commentary.

6. Oral Presentation Task: Students will be assigned an oral presentation with visual backup using their resume and cover letter as base information to answer the following question:  “I am employable today because I am ….., I can do ……., and I know …….”.

Experiential Elements

7. Students will work on their presentation in class and use peer and teacher coaching to develop a 5 minute oral presentation that answers the question from their perspective.  They must present a persuasive argument as to why they would be immediately employable.  The argument must be based on their resume and cover letter.  They can use digital visuals using the resume and cover letter as base content (SmartBoard, Prezi, PowerPoint, Glogster, etc.).

8. The class will use an Oral Presentation Rubric and informally assess the oral presentation, in addition to the teacher, the work based learning teacher and the presenting student (self-assessment).

Pre-Assessment:
Write a paragraph of what you like to listen to and watch (music video, TV show, movie for example – your choice) and why you find it interesting and effective.

Formative Assessment:
Informal observation of SWOT analysis





Informal class discussions





Oral presentation rubric

Differentiated Instruction:
Students can choose the SWOT scenario within their group.

Students can choose the visual presentation method to go with their oral presentation.

Peer and teacher coaching are available as needed.
Student-centered learning:  
Students will work in small groups on scenarios for the SWOT analysis which is transferable to many types of career paths including businesses, not-for-profits, and issues around personal decisions.  Students will practice integrating information as individuals, small groups and as a class; looking at multiple perspectives and forming an opinion that needs to be supported.

With respect to answering the employability question, this has direct impact on a student’s immediate and future professional life.  Asking students to self-assess and then form a clear argument around their skills and abilities leads both ways – it creates greater self-knowledge and it has direct application to real world situations. 
Inquiry-based learning:
The process through this lesson offers students multiple points of entry – what business idea do they consider worthwhile, what are their skills and abilities and how do those connect with employment?  Students are required to come up with a specific point of view after having considered multiple perspectives, and using the information they have at hand.  Students are further required to try and persuade an audience through careful analysis and thought that her/his position and viewpoint is valid.

Materials:

Flip charts and Markers
Resources:
Moodle, Presentation Software (e.g. Prezi, Glogster, SmartBoard, PowerPoint, etc.), Internet Access, Presentation ideas, tips, templates http://www.presentationmagazine.com , Job-Seeker's Glossary of Key Job-Hunting, Career, Job-Search, and Employment Terms

http://www.quintcareers.com/jobseeker_glossary.html
Vermont Standards & Grade Expectations Addressed:

Business Competencies

3.0 Career Development and Relationship Management


3.2  Communication

TLO:  The student will demonstrate a working understanding of the concepts, strategies, and systems used to obtain and convey ideas and information.

CDRM2.1  Elements of effective oral and written communication skills (e.g. email vs. business letter vs. memo).

American School Counselor Association (ASCA) National Standards

Career Development

Standard C: Students will understand the relationship between personal qualities, education, training and the world of work.

C:C1 Acquire Knowledge to Achieve Career Goals

C:C1.4 Understand that the changing workplace requires lifelong learning and acquiring new skills

21st Century Skills:

LEARNING & INNOVATON SKILLS

Critical Thinking and Problem Solving


Use Systems Thinking

· Analyze how parts of a whole interact with each other to produce overall outcomes in complex systems
Communication and Collaboration


Communicate Clearly

· Articulate thoughts and ideas effectively using oral, written and nonverbal communication skills in a variety of forms and contexts
LIFE & CAREER SKILLS

Initiative and Self-Direction


Be Self-Directed Learners

· Reflect critically on past experiences in order to inform future progress.
NETS-S:
2. Communication and Collaboration

4. Critical thinking, problem solving and decision making

6. Technology Operations and Concepts
File Attachments:
SWOT Analysis

Oral Presentation Task

Oral Presentation Rubric

Lesson 8

SWOT YOUR BUSINESS IDEA

PURPOSE:

· to practice a systematic process of analysis

· to assess the feasibility of a business idea

· to present your final analysis as a persuasive oral argument (i.e. you will take a position either for or against the idea)

MATERIALS:

· flipchart 

· markers (at least two per group)

· scissors 

· tape 

TIME:


20 – 30 minutes

PROCEDURE:

SWOT is a method of analysis. The letters in SWOT stand for Strengths, Weaknesses, Opportunities, and Threats, defined as follows:

S 
Strengths: favorable conditions or circumstances, which exist within the business


Example: owner’s strong management skills

W 
Weaknesses: unfavorable or risky conditions, which exist within the business


Example: limited cash on hand

O 
Opportunities: conditions outside the business, which may be advantageous or helpful


Example: storage area next to business will become available

T 
Threats: conditions outside the business, which may be harmful or threatening to the 
business


Example: manufacturing plant in neighboring town shuts down  (NOTE:  you may need to 
point out why this is a bad thing…is it because the employees brought money into the 
town?  Others may see the closing as a good thing as in getting rid of toxic waste or 
pollution. Or you could use it either way depending on the point you are trying to make). 

Steps:

This activity applies the SWOT method to a hypothetical business idea.

1. Think of a business idea which is familiar to you that may or may not already be represented in the local area. An example of a business that is not represented is a shoe store.  An example of a business that is well represented is a pizza restaurant/take out.

2. With your group pick one idea to SWOT (the best idea…, the idea that get the most votes…, you decide in your group).  Make a SWOT grid by folding a piece of flip chart paper in half vertically and horizontally, creating 4 quadrants. Starting in the upper left, label each quadrant with one of the 4 letters in SWOT—Strengths, Weaknesses, Opportunities, and Threats.


3. Now analyze each quadrant and record your thoughts.  A Strength could be one of your group members is good at accounting, a Weakness could be that the type of business depends on a lot of sunny weather to be successful, an Opportunity could be there is a great location that has just come up for rent, and a Threat could be there is a prison coming to town in close proximity (some may argue this is an Opportunity – it depends on the business….).
4. Come to a clear position, after this analysis, on whether this business idea could work or not.  Be prepared to explain your position in a persuasive way to get your audience to be confident and supportive of your findings.

5. You will have five minutes a group (everyone can contribute something) to present your position to the class.

6. Any questions??? – just ask
7. REFLECTION:  

· Which quadrant was most difficult to analyze? Why?

· Did you start the analysis having a clear opinion of whether this business idea was a good one or not? Did the exercise change your opinion? How?

· Why is a structured analysis tool useful in coming to a particular point of view? Do you have any other methods/ideas that you have used in other situations?

· What were the challenges in creating an oral argument using your SWOT chart as information to back up your position?

Lesson 8 Oral Presentation Task

Your task is to come up with a really strong persuasive stance in response to the following prompt:

“I am employable today because I am ….., I can do ……., and I know …….”.
You will present your response in the following way:

· A 5 minute oral argument

· You must include some visual backup based on your resume and cover letter (Lesson 5)

· You can present your visuals in any way you choose (e.g. Glogster)

· You can draw on your experience from any information you have included in your resume and cover letter (classes, former jobs, awards, certifications, references)

· Your audience will be your classmates, your business teacher and your work based learning teacher

You will be evaluated using the Oral Presentation Rubric and you will also have a chance to evaluate yourself.

Oral Presentation Rubric
	Student Name ___________________


	CATEGORY 
	Excellent - 4
	 Accomplished - 3
	Work in Progress - 2 
	Minimal - 1

	Introduction
	Great introduction of her/himself and the topic.
	Clear/basic introduction of her/himself and the topic.
	Weak introduction overall.
	Virtually no introduction.

	Voice & Tone
	No problem in understanding what is being said.  The volume is good at all times, and the pace of the speech is appropriate.
	Easy to understand most of what is being said.  The volume is loud enough to be heard almost all the time, and the pace is good (not too fast, not too slow).
	Sometimes hard to understand what is being said.  The volume is too loud and/or too soft many times.

The pace is uneven and not always appropriate (sometimes too fast and/or too slow).
	Really hard to understand what is being said and the volume is almost always too loud and/or too soft.  The pacing is really inconsistent (too fast and/or too slow).

	Eye Contact
	Great eye contact all the time (but not so intense you feel like you are watching a stalker).
	Good eye contact most of the time.
	Eye contact is kind of minimal.
	Very little or virtually no eye contact.

	Poise 
	This person looks really relaxed, and self-confident and can think on his/her feet.


	This person does really well at appearing confident and at ease most of the time – just a hint of nervousness.
	This person is clearly anxious and does not seem at ease.  There are visible signs of nervousness and tension.
	This person looks like ‘a deer caught in the headlights’ – so nervous so that he/she is frozen

OR

This person doesn’t seem to care at all and is totally uninterested.



	Body Language


	Movements/gestures seem fluid and natural and do not detract/distract from message.
	Movements/gestures help overall message.
	Movements/gestures detract from message

OR

Body language is very stiff and unnatural
	Movements/gestures are over the top and overwhelm message

OR

Person looks like they cannot move (i.e. too wooden).

	Strength of Message
	What comes through is very convincing and focused.  The message is loud and clear.
	The overall message is good but sometimes there are inconsistencies – it is not 100% convincing.
	There is a mixed message or maybe not enough said to really form a clear impression of what the essential point is of this presentation.
	There is little message (not enough focus or evidence to support any position) 

OR

The message is so confusing the position of the speaker is not clear.
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