Career Prep 101

Class Calendar/Schedule 

I hear and I forget. I see and I remember. I do and I understand. -- Confucius, 551-479 B.C.

The following class schedule is developed as a guide and may change at the discretion of the instructor.   How fast the class goes and how well we cover the topics hinges on the class’ ability to absorb the material and complete the course homework.  

“SUCCESS IS THE ONLY OPTION”

Learning is not a spectator sport. Students do not learn much just by sitting in class listening to teachers, memorizing prepackaged assignments, and spitting out answers. They must talk about what they are learning, write about it, relate it to past experiences, apply it to their daily lives. They must make what they learn part of themselves." 

Arthur W. Chickering and Zelda F. Gamson
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	Lecture/Demonstration
	Assignment
	Pts 
Possible

	Let’s get ready for class!
Essential Computer Concepts
Managing Your Files
Browser & Email Basics
Outlook Tutorial
	Assignment 1: 

1. Email Netiquette: http://www.albion.com/netiquette/  (Save on your favorites or email this link to yourself as a reference)

2. Quiz: http://www.albion.com/netiquette/netiquiz.html  (Give instructor your score to record)

3. Sign up for Email Tips: http://www.albion.com/netiquette/list.html 
4. Emoticons: http://www.mit.edu:8001/people/cordelia/smileys.html 



5. Obtain an email account (use yahoo or any that you prefer to obtain a free email account)



 and email your teacher with the following information schs_business@yahoo.com

 
Name
Course Name (i.e., Business)
Course expectations
Work experience 
Educational background
Anything else you would like the instructor to know about you 
I will send you a reply and then we will discuss the various features of managing and maintaining an email account.  ALL ASSIGNMENTS WILL BE EMAILED TO THE INSTRUCTOR AS AN ATTACHMENT
	Participation
30 pts
Email Quiz 10 pts
Send Email
20 pts

	Education & Career Action Plan




	Assignment 2:
Create an online career and education portfolio that you can update, expand, modify, or print at any time.  Portfolio Activity packets are printed for students to work independently.  (Instructor has portfolio activity packet).  

1. Create an online career and education portfolio that you can update, expand, modify, or print at any time. Go to Career Cruising: http://www.careercruising.com/ 

2. From the Main screen, either login or if you don’t have a portfolio click NEW PORTFOLIO. 

3. Enter your information. Use your email login for your Portfolio Username and your email password for the Password.  If you use the same username and password in many places you won't forget.  (Be sure and put in your complete email address so your username and password will be emailed to you).
4. Go through Activities 1-4 and save at least three careers in your portfolio. 
	Portfolio 
20 pts
Activity 
10 pts each

	Improve your typing skills with these programs

	· Free Typing Games


· Typing Tutor


· Typing Speed


· Keyboarding


	Personal improvement

	Getting Started with Microsoft Office
Word Tutorial 1
Word Tutorial 2
Word Tutorial 3
Word Tutorial 4
	Assignment 3:
Word 1
Word 2
Word 3
Word 4
	Participation 40 pts
Documents
10 pts each

	Get Started with Excel
Excel Tutorial 1
Excel Tutorial 2
Excel Tutorial 3
Excel Tutorial 4
	Assignment 4:
Excel 1
Excel 2
Excel 3
Personal Finance - At this point forward payday and bill paying will take place every other Friday.
Excel 4
Sample Car Loan Worksheet 
	Participation
40 pts
Excel Sheets
10 pts each

	Getting Started on Your Resume
Resumes are a work in progress and need to be constantly updated and revised.  Especially when you change jobs, get promotions, gain more education or simply learn another quality tip to improve your personal resume.
	Assignment 5:
1. This is an excellent site with a resume tutorial that can be read together in class or individually Resume Tutorials for All Job-Seekers (BOOKMARK).
2. Understanding transferable skills Transferable Job Skills -- a Vital Job-Search Technique 
3. Within the same site are tips in building a quality resume Resume and CV Resources and Tools for Job-Seekers
4. Now that the students have learned more details about resume writing, they need to create a resume in Microsoft Word using the templates available.  
5. Acquire 2 letters of recommendation from adults (non-relative).  They will be used to complete their application packet.
	Participation
30 pts
Resume
70 pts

	Getting Started on Your Cover Letter
	Assignment 6:
1. Students need to find a real job opening that they would like to apply for.  
2. This is an excellent site with a cover letter tutorial that can be read together in class or individually Dynamic Cover Letters Cover Letter Tutorial
3. This site has several samples of cover letters - http://www.quintcareers.com/cover_letter_samples.html 
4. Students need to create a cover letter for the position they are applying for.
5. See "Tips for Completing a Job Application".  Pick up or print the company's application (Both located at the end of the syllabus)
	Participation 30 pts
Cover Letter
20 pts

	Getting Started on Your Application and Prep for the Interview
Review these websites together
Youth Skills – Click on video to view together
Utah Application Lesson
Teen interview Attire
Interview Website
	Assignment 7:
1. Complete the given application in pencil and then complete a final application in pen. 
2. Submit your application packet.  INCLUDE: resume, cover letter, job application, and letters of recommendation to the instructor.  
3. Set a date for the mock interview.
	Participation
40 pts
Application
20 pts

	Getting Started With PowerPoint
PowerPoint Tutorial 1
PowerPoint Tutorial 2
	Assignment 8:
1. PowerPoint 1 
2. Show your saved careers on your portfolio.  Choose one that you want to learn more about.
3. Create a PowerPoint that relates to your chosen career.  Each student will present to the class.  The PowerPoint must contain: 
· Job title 
· Job description 
· Day in the Life 
· Career Cluster  
· Who/where can you job shadow
· College/University/Trade School 
· Degree or certifications necessary
	Participation
50 pts
Career PPT
20 pts
Career presentation
30 pts

	Getting Started with Job Shadowing


Job Shadow Lesson Plan
Thank you note & Rubric
	Assignment 9:
1. Based on your power point presentation think of who you would like to work with.
2. Review the list of possible employers and determine where you would like to job shadow.
3. Write a letter asking if you can job shadow.
4. At least one week after the job shadow experience type and send a thank you note.
· Obtaining a job shadow position with a completed supervisor feedback sheet. =50 
· Student must also complete the Job Shadow Experience Worksheet. = 20
· Completed and mailed thank-you note to the person student shadowed (See Example).    =20
· Feedback sheet, personal meeting with supervisor, confirmation of student dropped off at work place or call the supervisory 20 pts.  
	110 pts

	Career Cruising
	Assignment 10:
Complete the Career Cruising Portfolio Activities.  http://www.careercruising.com/ 
	Activities
10 pts each

	Let’s talk about work safety
Safety Booklet
Teacher Overheads
Safety PowerPoint
Student Handouts
	Assignment 11:
1. Review websites and everyone take turns reading
2. Complete the activities within each lesson
3. Complete the assessment at a particular business and report
4. If all assignments are complete students will receive a certificate.
	In class reading
50 pts
6 lesson activities
60 pts
Homework
30 pts

	Let’s talk work ethics
	Assignment 12:
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Thank you for a wonderful journey! Your self-learning starts from here!
"It is good to have an end to journey toward, but it is the journey that matters in the end."
--Ursula K. LeGuin

You will need the following applications/plugins to obtain the information on this page:
· 2007 or higher Microsoft Office Suite




· Java
· Adobe Reader
· Flash Player
