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	Materials needed: Want ads from newspaper or Internet
Computer 
Projection screen
Pencil
Paper
Scissors
Tape or stapler
Personal Fact Sheet handout
	Resources: Google images of "Bad" resumes and "Good" resumes

Personal Fact Sheet

Textbook used "From School to Work" eighth edition
	Activities: 1. Have students find two jobs that interest them by looking in the local newspaper or finding an ad online.

2. Show examples of "bad" and "good" resumes.

3. Gather information to complete a Personal Fact Sheet. 

4. Get permission for references.

 
	Assignments: 1. Clip two newspaper advertisements for jobs that interest you and attach them to a piece of paper. For each, list the address, fax number, or email to which resumes should be sent. If given, also list the employer's names, contact person, phones numbers and web sites.

2. Project the examples of "bad" and "good" resumes and discuss why.

3. Complete a Personal Fact Sheet handout with personal information, education, work experience, skills, honors and activities, hobbies and interests, and references.

4. Have students make sure and ask permission before putting references down.


	Submitted by: Kim Cupps
	Contact info 1: Latta High School
	Contact info 2: kcupps@latta.k12.ok.is
	Lesson plan title: Before Applying for a Job
	Subject area: Careers
	Recommended courses: Career Orientation
	Standards: 1.2 Demonstrate transferable and employability skills in school, community and workplace settings.
 
 
	Objectives: Explain how to find job openings.
Create job resumes, letters of application, and portfolios.

	Summary/outline: I.    Discuss how to look for a job.
II.   Explain the different types of want ads and how to read them.
III.  Explain and discuss what a Personal Fact Sheet is and the need for it.
IV.  Discuss the format and content of a resume.
V.   Show examples of "bad" and "good" resumes:

	Motivator: Opening discussion: How many have jobs; how many are looking; where are you looking; where do you want to work; what do you expect out of a job
	Eval: Completion of Want Ad assignment and Personal Fact Sheet handout.
	Notes: After this lesson, I have them type up their resumes then we go into discussing the job interview before conducting mock interviews.


