Submitted by:  Cindy Barnes

Email:  schs_business@yahoo.com

Date:  9/17/07 – 9/20/07 

Subject:  Advance Business I

Total Periods: 100 Total points possible
Grade Level(s): 10 - 12
	Description

	Students will develop job search skills for careers in their specific program.  They will complete a job application, resume, electronic portfolio, cover letter and participate in a mock interview.  Discuss compensation plans, salary and cost of living and create a budget.  

	Objectives (Design):
	Arizona Content Standards

	· Students will learn the appropriate procedures for completing a job application.

· Learn proper procedure for completing employment application.

· Demonstrate ability to follow written directions.

· To help students identify their functional or transferable skills.

· Explore and identify work and personal values; interest; skills; passions.

· All students will be able to calculate their living expenses with respect to the cost of living calculators for money manageability.
· Understand the difference between “minimum wage” and “living wage”

· Calculate what amounts to a living wage in their community.
· To provide the student with an opportunity to examine human relations management and diversity issues in light of real life organizational practices.
	2.0 Develop Job Search Skills for Careers in Business Management and Administrative Services. 2.1 – 2.7


	Materials and Resources (Development)

	Computers with Microsoft Office installed and the Internet to access assigned websites.  

Pencil or pens
How Well Do You Follow Directions? - Worksheet (below)
Application Guide
Blank applications
Model application for portfolio "Filling Out the Job Application"

	Procedures (Development & Implementation)
Activity 1 (See Activity 1 attachment)
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 easily follow and the outline is attached.

Activity 2(Activity is attached)
1. Administer the "How Well Do You Follow Directions?" test. Discuss the importance of following directions when completing an application.

2. Complete the Application Guide and give the students about 2-3 minutes to complete. They should put a check on the line next to the statement in the "Before" column if they believe the statement to be true. 

3. Review correct procedures for completing applications. Bring out and record tips from students. 

4. Discuss the definition of skills also the difficulty of employers to find qualified, skilled employees and the importance of them identifying and developing their soft skills. Conduct a group brainstorming lesson prior to this if group work may be difficult for students. Or adapt this lesson to do individually. 

5. Every classroom should have student jobs and titles.  Good time to talk about leadership positions for your CTSO and positions within your classroom (i.e., filing & making photo copies, clean up supervisor, complete responsibilities from upper level classes, Team leaders etc etc). 

6. Students must decide on a position to apply for and complete their applications.  A generic job application is attached or can be downloaded from the Internet.  (All references must be genuine.)

Activity 3
1. Explain and discuss a cover letter and resume.  This is an excellent site with a cover letter tutorial that can be read together in class or individually http://www.quintcareers.com/cover_letter_tutorial.html   

2. This site has several samples of cover letters - http://www.quintcareers.com/cover_letter_samples.html
3. Students need to create their cover letter for a position they are applying for.

Activity 4

1. This is an excellent site with a resume tutorial that can be read together in class or individually 
2. http://www.quintcareers.com/resume_tutorial/ 
3. Within the same site are tips in building a quality resume http://www.quintcareers.com/resres.html
4. Now that the students have learned more details about resume writing, they need to revise their resume on their portfolio in Career Cruising.  Explain that resumes are a work in progress and need to be constantly updated and revised.  Especially when they change jobs, get promotions, gain more education or simply learn another quality tip to improve their personal resume.  

5. Have students acquire 2 letters of recommendation from adults (non-relative).  They are to be submitted with the job application, cover letter and resume.

6. Have students print their resume from their portfolio in Career Cruising and cover letter that are specific to the position they are applying for.
7. Submit resume, cover letter, job application, and letters of recommendation to the teacher.  

Activity 5 (Interview questions attached)
1. Job Interviews - Interviewers for executive or leadership positions can be business partners, school administrators, school counselors, community professionals.  Teacher may or may not be a participant in the interview process. 

2. We have interview movies available, practice interview questions in class and review the interview tutorial at this site: http://www.quintcareers.com/informational_interviewing.html 
3. It is recommended that your interviewer has a vital part in determining who fills the job position.    
Activity 6
1. Now that students have their job application, cover letter, resume and secured a position within the class, they need to research their industry.  Students should check out the various links on the San Carlos Career Planning Resource webpage http://www.scbraves.org/etcweb/career%20resources.htm .  Have students research all the sites to find ones they like best.  
2. Go to this site and find your career choice http://www.bls.gov/search/ooh.asp?ct=OOH Type in your career choice to gather the following information (if your search does give results try other words and read quick tips):

· Training, Other Qualifications, and Advancement 

· Employment 

· Job Outlook 

· Earnings 

· Related Occupations 

· Sources of Additional Information 

3. Open Word Document and type the above information about your career.  Please use headings in bold for each topic.  
Activity 7
1. Students need to research the cost of living factors in different areas of the country.  

2. Define Cost of Living – http://www.bls.gov/cpi/cpifaq.htm 
3. Utilize the cost of living calculators provided  http://www.encyclopedia.com/doc/1E1-costlivi.html 

4. Personal Finance Activity - http://www.jumpstart.org/madmoney/pgv_money_rc_main.html Students now need to create a budget, car payment and checkbook using Excel.  See the attached exercise for Activity 7.

5. The students look at actual costs and get a realistic viewpoint of their budget; they balance a checkbook in conjunction with their budget sheet without overdrawing their account or going bankrupt. 

6. If needed this site will assist students with an Excel Tutorial at this website: http://usd.edu/trio/tut/excel/index.html 
Activity 8
1. Identify compensation plans - http://www.salarysource.com/articles.cfm 
2. Explain to the student that concerns or questions need to be directed to the Human Resource office of the company they are employed.  This site provides an easy to understand purpose for Human Resource 
      http://www.bized.co.uk/educators/16-19/business/hrm/lesson/hrm1.htm 

3. Have the students work through the tasks to provide them with an opportunity to examine human relations management and diversity issues in light of real life organizational practices.

	Evaluation

	Participation in the reading activities = 50 points

Complete Portfolio include 9 steps = 100 points
Complete resume, cover letter, application & two references = 50 points

Participate in the mock interview = 40 points

Type report for the online specific industry job search = 60 points
Excel checkbook/budget/car payment = 75 points

Total Points Possible = 375


Activity 1
Create an online career and education portfolio that you can update, expand, modify, or print at any time.  If you have a portfolio you can skip the next three steps.  

· From the Main screen, click PORTFOLIO in the menu bar. Then click NEW PORTFOLIO. 

· 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)

· Your portfolio has been created, and you will save information to it as you complete additional activities. 

You can go to Helpful Information/Resources for Advisors & teachers and then download the MS Word form of the portfolio.  Save the packet on your computer. 

2. Saving Your Career Matchmaker Results shows students how to save their assessment results to their portfolio.

3. Careers That Interest Me allow students to save careers that they are considering to their portfolio and record their thoughts about these careers.

4. Schools That Interest Me helps students find schools that offer the education and training they need to pursue their career goals and save those schools to their portfolio.

5. High School Education Plan helps students create a personalized high school education plan based on their career interests.

6. Career Preparation and Planning shows students how to record and organize their career planning activities.

7. Abilities, Activities & Awards helps students document their extracurricular activities, skills and abilities, and the awards and certificates they have received.

8. Work and Volunteer Experience helps students document their work and volunteer experience.

9. Using the Resume Builder takes students through the process of using their career portfolio to create a professional resume.

Activity 2
	How Well Do You Follow Directions?

	1. Read all directions before doing anything. 

2. In Excel type your name in the upper right corner. 

3. Number your paper from #1-#7, leaving two blank spaces between each number. 

4. Insert five small squares beside #1. 

5. Put an "X" in the second and fourth squares. 

6. Put a circle around #2. 

7. Count the number of words in the first sentence and write the answer beside #3. 

8. Say your name out loud. 

9. Write today's date beside #4. 

10. Stand up and sit back down again. 

11. Choose one of the following words and say it out loud: 

· Iguana 

· Moose 

· Gunky 

· Geek

12. Write the words "Job Search Club" beside #5 on your paper 

13. Now that you have completed the reading, skip all directions except the first two.

Boys Clubs of America
Job Search Club Program
Developed by the Boys and Girls Club of Boston

	Application Guide

	Place a check in the before column if you agree or after column if you disagree with the following statements.

Before

 

After

____

1. You should dress casually when you go to pick up or fill out an application.

____

____

2. It is okay to bring a few friends along when you pick up your application.

____

____

3. Folding the application is appropriate.

____

____

4. Never take more than one application.

____

____

5. You can always take an application home with you to fill out.

____

____

6. You don't need to ask the manger when picking up an application.

____

____

7. Shaking hands when meeting and saying goodbye to the manger is not necessary.

____

____

8. You can skip any questions on the application you don't want to answer.

____

____

9. You don't have to fill out an application if you have a resume.

____

____

10. Spelling and grammar don't matter on an application.

____

____

11. You should only use a pencil to complete an application.

____

____

12. When returning an application, dressing professionally is unnecessary.

____



	Tips For Completing Applications

	· If possible, pick up an extra application in case you make any mistakes. 

· Carefully read all instructions before completing the application. Be sure you are writing your information in the correct place. 

· Write your full name and not nickname. Write your complete address including your zip code. 

· If there is a section for "special training or skills" list awards or certificates you have received or skills that show you are qualified for the position. For example you can write "CPR certified" or "knowledge of word processing and the internet." 

· The application may ask for references. References are people whom the interviewer may call to verify information on your application. There are two types of references, professional references and personal references. Professional references are former employers and personal references are people you have known for at least one year who you are not related to, a teacher for example. You should ALWAYS ask permission of the people you plan to list as references so they are prepared when the interviewer contacts them. 

· The application will include a section on education. List the school you currently attend first. When filling in the "last grade completed" remember this is not the grade you are in now because you have not yet completed it. Be sure you have the address and phone number of your school. 

· The application may ask you to write the position you are applying for. Write a specific job title or type of work. Do not leave the space blank or write "anything." 

· Fill out the entire application. If a question does not apply to you write N/A for not applicable. For example, some applications ask about military service. If you have not served in the military, you would write N/A in the appropriate space. 

· If you have worked before, list your current or most recent job first, then list the job before that, this is called reverse chronological order. 

· Always proofread carefully. Check your spelling and be sure you have answered all the questions. 

· Remember to sign and date your application. 

· If you hand-deliver your application, dress in a professional manner. They may want to interview you on the spot.

	References

	References should be teachers, past and/or present employers, or volunteer work supervisors. References should not be friends and family. Contact of these people prior to an interview and notify them of your job search and the possibility they may be contacted by the companies you are interviewing with. You should have a list of at least three references.

Name
Title
Place of work
Address
Telephone number

	Skills

	Materials:
Completed Terrific 10 Summary

Introduction:
Conduct a group brainstorming lesson prior to this if group work may be difficult for students. Or adapt this lesson to do individually. Discuss the definition of skills and the categories that they fall into: date, people, or things. Discuss also the difficulty of employers to find qualified, skilled employees and the importance of them identifying and developing their skills. Good time to talk about volunteer opportunities, internships, etc.

Procedures: 

1. Have students refer to their Terrific 10 Summary of favorite hobbies and recreational activities. 

2. Have students break into small groups and discuss the following questions:
What skills are used in these activities? 
Would these skills be valuable in post-secondary education or vocational training?
What types of occupations would require these skills?
What other skills do they need to be successful in their interested career path? 

3. Have one representative from each group report the various skills they came up with and the courses or occupations where these skills might be used. 

4. From the skills identified where could students develop their skills? 

5. Record skills on the self - awareness web.

MY TURN, Inc.
Unit 1: Self Awareness
Schoot-to-Work Curriculum

	Conducting a Job Search and Job Hunting Techniques

	Finding your first job can be both a rewarding and frustrating experience.

Many jobs require experience - but how do you get experience when you are still looking for your first job? You may already have some work experience through volunteer work. Assess your skills and interests to determine what kind of skills you have had. Even unpaid work experience is beneficial in your job search.

Also, consider internships and part-time work. Not only is it a great way to get experience which you can put on your resume or on a job application, it is also a great way to try out a career to see if it is really what you want to do.

Here are some tips you may want to follow in your job search: 

· Involve friends and family. A support group, such as friends and family, will offer encouragement and assistance in your job search. 

· Allow a reasonable amount of time. Do not expect to find a job within a few weeks. 

· Devote time to your job search. A thorough job search is hard work. Expect to spend several hours a day looking for a job. 

· Be organized. Keep a record of all the places you have applied, who you talked to, and what responses you received. 

· Meet with people in the field you are interested in pursuing. 

· Check job listings in the newspaper classified advertising sections or with your state employment office. Your state employment office also may be able to offer some job search assistance.

Now, you have found a job possibility but you need a cover letter, resume, and have to go for an interview. 


	Applicant Information



	Last Name
	
	First
	
	M.I.
	Date
	

	Street Address
	
	Apartment/Unit #
	

	City
	
	State
	
	ZIP
	

	Phone         
	
	E-mail Address
	

	Date Available
	
	Social Security No.
	
	Desired Salary
	

	Position Applied for
	

	Are you a citizen of the United States?
	YES   FORMCHECKBOX 

	NO   FORMCHECKBOX 

	If no, are you authorized to work in the U.S.?
	YES   FORMCHECKBOX 

	NO   FORMCHECKBOX 


	Have you ever worked for this company?
	YES   FORMCHECKBOX 

	NO   FORMCHECKBOX 

	If so, when?
	

	Have you ever been convicted of a felony?
	YES   FORMCHECKBOX 

	NO   FORMCHECKBOX 

	If yes, explain
	

	

	Education

	High School
	
	Address
	

	From
	
	To
	
	Did you graduate?
	YES   FORMCHECKBOX 

	NO   FORMCHECKBOX 

	Degree
	

	College
	
	Address
	

	From
	
	To
	
	Did you graduate?
	YES   FORMCHECKBOX 

	NO   FORMCHECKBOX 

	Degree
	

	Other
	
	Address
	

	From
	
	To
	
	Did you graduate?
	YES   FORMCHECKBOX 

	NO   FORMCHECKBOX 

	Degree
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	

	References

	Please list three professional references.

	Full Name
	
	Relationship
	

	Company
	
	Phone
	(           )

	Address
	

	Full Name
	
	Relationship
	

	Company
	
	Phone
	(           )

	Address
	

	Full Name
	
	Relationship
	

	Company
	
	Phone
	(           )

	Address
	

	Previous Employment

	Company
	
	Phone
	(           )

	Address
	
	Supervisor
	

	Job Title
	
	Starting Salary
	$
	Ending Salary
	$

	Responsibilities
	

	From
	
	To
	
	Reason for Leaving
	

	May we contact your previous supervisor for a reference?
	YES   FORMCHECKBOX 

	  NO     FORMCHECKBOX 

	

	Company
	
	Phone
	(         )

	Address
	
	Supervisor
	

	Job Title
	
	Starting Salary
	$
	Ending Salary
	$

	Responsibilities
	

	From
	
	To
	
	Reason for Leaving
	

	May we contact your previous supervisor for a reference?
	YES   FORMCHECKBOX 

	  NO   FORMCHECKBOX 

	

	Company
	
	Phone
	(         )

	Address
	
	Supervisor
	

	Job Title
	
	Starting Salary
	$
	Ending Salary
	$

	Responsibilities
	

	From
	
	To
	
	Reason for Leaving
	

	May we contact your previous supervisor for a reference?
	YES            FORMCHECKBOX 

	 NO   FORMCHECKBOX 

	

	

	Military Service

	Branch
	
	From
	
	To
	

	Rank at Discharge
	
	Type of Discharge
	

	If other than honorable, explain
	

	

	Disclaimer and Signature

	I certify that my answers are true and complete to the best of my knowledge. 

If this application leads to employment, I understand that false or misleading information in my application or interview 
may result in my release.

	Signature
	
	Date
	


Interviewer Name:  __________________________________
Executive Interviews

	Interviewee:
	Positions Applying for:

	
	

	
	

	Q1:  Why are you applying for a leadership position within our company?
	Score (1-5):

	
	

	Notes:



	Q2:  There are many deadlines and “crunch times” as we prepare to attend major trade fairs and other events.  Would you be able to put in additional time if necessary?
	Score (1-5):

	
	

	Notes:


	

	Q3:  As the _____________, one of the most difficult things you will face is being responsible for motivating your peers to meet deadlines on our quarter tasks and trade fair preparations.  How would you go about doing that?
	Score (1-5):

	
	

	Notes:



	Q4:  You also will be responsible for doing peer evaluations that will go to the Coordinator.  How ill you go about this fairly without causing your peers to rebel?
	Score (1-5):

	
	

	Notes:



	Q5:  What specific skills or life experience do you bring to this job that will help you be an effective leader?
	Score (1-5):

	
	

	Notes:



	Q6:  A team leader needs to know the importance of good attendance.  What is your attendance background for the past school year?
	Score (1-5):

	
	

	Notes: 



	Q7:  What is it about the 2 positions you are applying for that you are most interested in or excited about?
	Score (1-5):

	
	

	Notes:



	Q8:  Which of the 2 jobs would be your first choice and Why?
	Score (1-5):

	
	

	Notes:


	

	Q9:  Is there any additional information you would like to share with us?

Notes:


	Total Score:

/40


Interviewer Name _________________________

Employee Interviews

	Interviewee:
	Positions Applying for:

	
	

	
	

	Q1:  Why are you applying for a position within this department?
	Score (1-5):

	
	

	Notes:



	Q2:  What skills or life experiences do you feel will help you with the job you are applying for?
	Score (1-5):

	
	

	Notes:


	

	Q3:  This job requires a lot of organization and the ability to meet strict deadlines.  Can you give me a few examples of your organizational skills and what you do to meet deadlines?
	Score (1-5):

	
	

	Notes:



	Q4:  Because your department (and sometimes another department) will be depending on your projects to be done on time, can you give me an example of a group project you’ve been a part of, and what part you were responsible for?  Was this project done on time?  Why or why not?
	Score (1-5):

	
	

	Notes:



	Q5:  If you are working on a quarter task for your department and are not sure how to complete it professionally, what steps would you take to find the necessary information to help?
	Score (1-5):

	
	

	Notes:



	Q6:  If you have to be absent, what will you do to ensure that you still meet your deadlines?
	Score (1-5):

	
	

	Notes: 



	Q7:  What do you think it means to be a “team player”?
	Score (1-5):

	
	

	Notes:



	Q8:  How does this job fit with your personal goals?
	Score (1-5):

	
	

	Notes:


	

	Q9:  Is there any additional information you would like to share with us?

Notes:


	Total Score:

/40


Activity 7 
Students now need to create a budget, car payment and checkbook using Excel.  
Step by Step Example of a Checkbook

Below are the steps to setup a Checkbook 

When you finish you should have a spreadsheet that you can play around with and EVEN balance YOUR own checkbook. 

The basic equation of this example is the formula that takes the previous balance and adds any deposits and subtracts any debit. You want to make sure that it always adds anything in the credit column (even if blank) and always subtract anything in the debit column (even if blank). This way you can have an equation that does NOT have to be changed depending on if a line item is a debit or credit. 

THIS IS ONLY AN EXAMPLE YOU WILL NOT HAVE THE SAME ITEMS OR DOLLAR FIGURES
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1. Open Excel and open a blank spreadsheet. 

2. On the first line enter check # in cell A1, date in cell B1, and description in cell C1, debit in cell D1, credit in cell E1, and balance in cell F1. 

3. type open account (initial deposit) or starting balance in Cell C2 

4. then enter a beginning balance of $2,500 in cell E2 and F2 

5. Click on cell F3 and type the following equation. =F2-D3+E3 and hit enter 

6. Click on cell F3. 

7. Notice the outline of the cell and Notice the little square in the lower right corner of the cell. 

8. Click on that little square and hold down the mouse button and drag the mouse down a few cells. (This copies the formula - relative to its position to the cells you selected.) 

9. Fill in your check# 101, date, descriptions, debits, credits and notice that the balance will automatically be updated as you enter your data. 

10. If you need more NEW BALANCE cells - simple repeat step 8 above by clicking on the last balance and dragging down. 

11. Right click on the sheet 1 tab, choose rename and then type checkbook.  

SAVE YOUR WORKBOOK AS CHECKBOOK.  WE WILL BE USING THIS FOR FUTURE ASSIGNMENTS.  

On Sheet 2 right click and choose to rename and then type budget.  Students need to go to San Carlos High Website, click on Brave Info/Student Resources/Career Exploration.  Students need to find their chosen career average wages so they can develop their budget.  Their budget page should look like this.  

[image: image2.png]iasaga @)

arial

S] He Edt Vew Insert Fomat Took Data Window CubeAnalyss Help

NEHRERIY9 B = m @

<121, 31 ) ¥ Reay i Cranges

Type s question forhelp [+ = 8 X
=€) 5O A

£nd Revien

=N NE) !iPn H Att Var Cpk ACpk SD Update Options SP All CE MSA PP W M\s(!

Draw~ I | Autoshapes~ \ N\ [ O & 4

8

F1s |- A
A B & D E [ F | G H ] J

A [Yearly Monthly _ Bi-weekly

2 42000 3500 1750

3

4

5 st 2nd

6

7 [Rent $450 5450

8 |Utity 5200 5200 T

9 [Cable 5100 5100 format cels for currency symbols

10 |Food 5100 5100

1 [intemet Senice 525 525

12 |Car Insurance 5500 $1000 8500

13 |Telephone 580 580

14 |Car Payment 5500 5500
(16 |gas 5200 $100 $100 <

16 | Savings $450 5225 5225 luse autosum to toal the

A7 |clothes/entertainment | 5200 5100 $100 lcolumns meking sure not

18 |total 52,805 52,000 $1,805 o go over your budget. '
19

20

i« < > W\ cor payment , Budget { Checkbook / < i sil





The final worksheet is to calculate a car payment.  Students can go online to find a car that they want to purchase.  They need to find the Manufacturer Suggested Retail Price (MSRP).  If they do not find within one day then the student can use the figure of $10,000. 

Put this website on your wide screen using the projector and follow the steps.  http://www.microsoft.com/education/dreamcar.mspx However, instead of using the Lamborghini have the students use their chosen car and the MSRP amount.  This is an example of what their car payment should look like:
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After the students car payment is calculated they need to add their car payment in their budget.  To figure out how much their car insurance will be they can go to Geico.com and get a quote.  Once they have a monthly insurance payment amount they need to add to their budget.  Keep in mind the budget can not go over the monthly income.

Once students return from the holiday break every payday the teacher has the students will also have payday.  Which means they need to put in their bi-weekly pay in the credit column and then make payments to Basha's for food, rent etc etc whatever needs to be paid for the 1st part or 2nd part of the month.  

The teacher may also want to add extra expenses such as new tires, prom dress, decorate their room or basketball game.  They can be as creative about unplanned emergencies or activities.  JUST REMEMBER THAT STUDENTS MUST HAVE A PAYDAY EVERY OTHER FRIDAY.  
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