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Text:  Not Applicable

Other Frequently Used Resources:

Career Cruising (www.careercruising.com)

Introduction to Career Clusters (http://www.glencoe.com/sec/careers/cclusters/student/introclusters.shtml)

O*Net Online (www.onetonline.org)

Occupational Outlook Handbook (http://www.bls.gov/ooh/)
Various Online Resources

Course Description

This course will assist our students to develop skills to successfully apply for business / technical / trade schools, post-secondary school, and/or a job.  Career research, resume writing, interviewing techniques, and time management skills will be developed.  Students will utilize the Career Cruising program and develop a Career Portfolio.  The students will also evaluate their interests, abilities and skills as they relate to their prospective career path.

Big Ideas

1. Career choice and preparation are lifelong processes based on many influences and using many strategies. 

2. Career retention and advancement is dependent upon a person’s interpersonal skills, work habits, attitudes and effective time management.

3. Careful planning is fundamental to success.

4. Change as a factor and the role of lifelong learning, must be understood from a personal perspective and then as a workplace participant.

5. Change impacts career options and choices.

6. Comprehensive planning leads to effective career decisions. 

7. Each student will achieve and maintain a personally and professionally rewarding career journey in a diverse and changing world. 

8. Effective speaking, listening and writing are essential in the career acquisition process.

9. Entrepreneurs tend to exemplify unique combinations of personal characteristics that tend to distinguish them from other people.

10. Identification and application of sound research practices and networking strategies are essential in the career acquisition process.

11. Interests, aptitudes, and abilities are unique for each individual and play a key role in career choice.

12. Personal budgeting is significantly impacted by career choice.

13. There is a definitive relationship between education and career planning and choice.

14. Understanding and demonstrating workplace skills and knowledge is paramount in the career acquisition process.
Essential Questions

1. How are rehearsing, speaking and listening techniques valuable in preparing for a job interview?

2. How will the assemblage of career portfolio documents help me to organize my job search?

3. What career circumstance may require an individual to learn new skills?

4. How do changes in the global economy affect the career world?

5. Why should you understand what is going on in the world?

6. What unique personal characteristics do you possess?

7. How do your personal characteristics distinguish you from others?

8. How can I best apply related resources to successfully complete my job search?

9. What are the best resources to use for my job search?

10. What career pathway best fits my unique interests, aptitudes and abilities?

11. Will post-secondary education improve my career opportunities?

Competencies

1. Analyze past experiences, revise goals and crystallize post-secondary career plans.

2. Analyze the role of each participant in a group activity in relation to their contribution to the final product.

3. Build networking relationships with teachers, employers and community representatives for future career acquisition possibilities.

4. Complete a sample job application.

5. Complete and assemble final career acquisition documents such as letter of application and resume.

6. Contribute as a member of a team.

7. Create an individualized career plan such as a career portfolio.

8. Employ effective speaking and attending behaviors in a job interview.

9. Identify effective delivery techniques in a mock interview such as: eye contact, body language and enunciation.

10. Identify personal interests, aptitudes and abilities that influence career choice.

11. Locate, evaluate, and interpret career information.

12. Offer appropriate, relevant responses in a job interview by listening attentively to the questions asked.

13. Prepare post-secondary applications and draft requests for letters of recommendation.

14. Select colleges and college course work that supports your personal career interests.

15. Set personal goals.

16. Use feedback for personal growth.

17. Use research and information resources to obtain career preparation information about some of your career choices and compare them.

18. Use the internet to locate and research career fields of interest.

19. Using a variety of technical applications, develop a cover letter and resume for use in an actual job search.

20. Write a brief essay or speech that justifies your selection of a career.

	Course Syllabus

	Course Content
	Tentative

Timeframe
	Assessment

Anchors
	State

Standards

	Career Portfolio (Create and Maintain)

Career Cruising Portfolio 

File Folder (to be kept in the Guidance Office)

	Ongoing
	
	13.1.11.G-H
13.2.11.D

	Career Interest/Aptitude Assessments

Career Matchmaker

My Skills

Learning Styles

Values & Aptitudes 

	2 days


	R.11.A.2.5.1
	13.1.11.A-E, H
13.3.11.B

13.4.8.A

13.4.11.B

	Setting Goals

Reflection

Develop SMART Goals

Letter to Future Self
	5 days


	R.11.B.3.1.1
	1.5.11.A-F

13.1.8.A-E, F, H

13.1.11.E, H

13.2.8.D

13.2.11.D

13.3.11.E 13.4.11.B

	Career Exploration

Clusters

Hot Off the Press

Job Shadow (optional)

Career Selector & Careers of Interest

Research

Guest Speaker (military)

	12 days
	R.11.A.2.5.1
R.11.B.3.1.1
	13.1.5.C

13.1.8.C

13.1.11.A-C,F

13.2.8.E

13.2.11.B

1.2.11.E

1.6.11.A-B

	Post-Secondary Options

Education Articles

Options & Life-long Learning

School Selector & Schools of Interest

Post-Secondary Shopping Cart

Field Trips (2 colleges / universities)

Guest Speakers (Technical School)

	12 days
	R.11.A.2.1.2

R.11.A.2.3.1

R.11.A.2.5.1
	13.1.11.F-H

13.2.8.E

1.2.11.E

1.6.11.A-B

	Post-Secondary Applications

Timeline

Budgeting/Cost

FAFSA & Award Comparisons

Identity Theft & Credit

Common Application & Essay Techniques

Post-Secondary Academic Research

	17 days
	R.11.A.2.1.2
	13.2.11.C

1.5.11.A-F

	Career Acquisition & Documents

The Job Hunt

Applications

Federal Labor Laws

Cover Letters

Communication & Resumes (Authentic)

Networking & References (Authentic)

Thank You Letters

	25 days
	
	13.2.11.C, E

13.2.8.C

13.2.11.B

	Interview Skills & Techniques

Types & Stages of an Interview

Legal Aspects of the Interview

STAR Technique

Guest Speaker: Interview Do’s and Don’ts

Mock Interviews

Finalizing the Process
	9 days
	
	13.2.8.A
13.2.11.A

1.6.11.A-B

	Employability Skills

Succeeding in the Workplace

Privacy “Digital Footprint” (“Our Space” curriculum)
	5 days
	
	13.3.11.8.B

13.3.11.B-C
13.4.8.A-B

13.4.11.B

1.6.11.B



	**Total Estimated Timeframe

	87 days
	
	

	
	
	
	

	Suggested Teaching Strategies
Authentic Learning (Mock Interviews & Optional Job Shadow)

Buzz Sessions

Collaborative Learning (Jigsaw/TPS)

Cooperative Learning

Direct Instruction

Field Trips

Guest Speakers

Peer Evaluation

Reflection

Role Play

Self-Directed Research

Self Assessment & Evaluation

Small Group Project

Technology Application
Tests/Quizzes



	Objectives
	Level of

Ach.
	Suggested

Learning

Activities
	Forms of

Assess.
	Assess.

Anchor
	PA

Stand.

	The student will be able to:

Career Portfolio (Create & Maintain)
Create an individualized career plan such as a career portfolio.


	AF
	Verify Career Cruising Accounts

Create new account if no prior account exists


	NA
	NA
	13.1.11.G

13.1.11.H

13.2.11.D



	Resources/Materials

	Career Cruising (www.CareerCruising.com)

Folders – labeled with student names (for Guidance Office) 

	Interdisciplinary Relationships

	NA


	Objectives
	Level of

Ach.
	Suggested

Learning

Activities
	Forms of

Assess.
	Assess.

Anchor
	PA

Stand.

	The student will be able to:

Career Interest / Aptitude Assessments
Identify personal interests, aptitudes and abilities that influence career choice

	K


	Reflection: Values & Aptitudes 

Self Assessment & Evaluation

Career Cruising 

1. Career Matchmaker

2. My Skills

3. Learning Styles

4. Other Assessments


	Graded Activities & Assignments

Peer Evaluations
	NA

	13.1.11.G

13.4.11.B


	Resources/Materials

	Career Cruising (www.CareerCruising.com)
Handouts (Values & Aptitudes)

	Interdisciplinary Relationships

	Technology/21st Century Skills: Critical thinking with regard to career interests/aptitudes and career exploration and selection


	Objectives
	Level of

Ach.
	Suggested

Learning

Activities
	Forms of

Assess.
	Assess.

Anchor
	PA

Stand.

	The student will be able to:

Setting Goals
Identify personal interests, aptitudes and abilities that influence career choice
Analyze past experiences, revise goals and crystallize post-secondary career plans.

Set personal goals.

Write a brief essay or speech that justifies your selection of a career.
Given an occupation, identify some school subjects, extracurricular activities, and community experiences that would positively affect your career preparation.


	AW, AF

AP

AP
	Self Assessment & Evaluation

Career Cruising

1. Education Plan

2. Career Planning Activities

3. Career & Life Goals

4. Extracurricular Activities

5. Hobbies & Interests

6. Skills & Abilities

Class Discussion & Reflection:

Define/Revise Goals & Obstacles
Identify Possible Solutions to Obstacles

Discuss & develop SMART goals

Create an Action Plan

Write a letter to future self
Comprehensive Reflection Assignment

	Graded Activities & Assignments


	R.11.B.3.1.1

R.11.B.3.1.1
	13.1.11.G

13.1.11.H

13.2.8.D
13.2.11.D

13.4.11.B
13.1.11.H

13.2.8.D

13.1.11.H

13.2.8.D

13.1.8.F

13.1.11.H

13.2.8.D

13.1.11.H

13.2.8.D
13.1.11.E

13.1.8.A-E,H

1.5.11.A-F

	Resources/Materials

	Career Cruising (www.careercruising.com) 
Handouts (directions for Letter to Self, directions for Action Plan Essay)

SMART Goals PowerPoint

Comprehensive Reflection Assignment

	Interdisciplinary Relationships

	English/Language Arts: Consideration of purpose, topic, and audience in writing
Family Consumer Sciences: Practical reasoning and decision making.

Productivity & Accountability: Students will set goals, accept responsibility, and refine their work to meet high standards of excellence and accountability.

Technology/21st Century Skills: Problem solving with regard to how to address barriers to personal education and career goals.


	Objectives
	Level of

Ach.
	Suggested

Learning

Activities
	Forms of

Assess.
	Assess.

Anchor
	PA

Stand.

	The student will be able to:

Career Exploration
Identify personal interests, aptitudes and abilities that influence career choice
Locate, evaluate, and interpret career information.
Use research and information resources to obtain career preparation information about some of your career choices and compare them.

Use the internet to locate and research career fields of interest.


	AW

AW, K, AP

	Self Assessment & Evaluation

Career Cruising

1. Career Selector

2. Careers of Interest (3)
3. Career Cluster / Pathway Selection

Self-Directed Research: 

· Career Cluster Exploration

· Explore Careers 

· Hot Off the Press

Guest Speaker (military)

Job Shadow (optional)


	Graded Activities & Assignments


	R.11.A.2.5.1
R.11.B.3.1.1
	13.1.11.G

13.1.11.A

13.1.11.B

13.2.11.B
13.1.5.C

13.1.8.C

13.1.11.C

13.1.11.F

13.2.8.E

1.2.11.E

1.6.11.A

1.6.11.B

	Resources/Materials

	Career Cruising (www.CareerCruising.com)
Glencoe 16 Career Clusters (http://www.glencoe.com/sec/careers/cclusters/student/introclusters.shtml)
Occupational Outlook Handbook (http://www.bls.gov/ooh/)
O*Net OnLine (www.onetonline.org)

Various Internet resources

Technology Application (Career Comparison Chart)
Handouts (Hot Off the Press, Job Shadow Student & Mentor Packet, Job Shadow Mentor Evaluation Form)

Guest Speaker

	Interdisciplinary Relationships

	English/Language Arts: Skill development in productive oral communication and active listening.  Consideration of purpose, topic, and audience in writing.  Research Process Collaboration: Assume shared responsibility for collaborative work.

Global Awareness:  Preparation of globally competent graduates who are ready to participate critically and creatively in their chosen fields of work and study.

Financial, economic, business and entrepreneurial literacy: Understanding the role of the economy in society

Technology/21st Century Skills:  Recognize the importance of using technological knowledge to participate competently in postsecondary endeavors and society.  Technology skills development for a 21st Century workforce


	Objectives
	Level of

Ach.
	Suggested

Learning

Activities
	Forms of

Assess.
	Assess.

Anchor
	PA

Stand.

	The student will be able to:

Post-Secondary Options
Identify personal interests, aptitudes and abilities that influence career choice.

Use research and information resources to obtain career preparation information about some of your career choices and compare them.

Use the internet to locate and research post-secondary fields of interest.

Given an occupation, identify some school subjects, extracurricular activities, and community experiences that would positively affect your post-secondary preparation.
	AW, AF

AW, K, AP
AW, K

AF

AF

AW, K, AP
	Self Assessment & Evaluation

Career Cruising

1. School Selector

2. Schools of Interest (3)
Direct Instruction & Discussion: Post-Secondary Options, Cost, and Life-long Learning PowerPoint 

Collaborative Learning (Jigsaw): Articles relating to current post-secondary news & concerns
Field Trips (2 colleges / universities)
Guest Speaker (Technical School)
Self-Directed Research: Post-Secondary Shopping Cart

	Graded Activities & Assignments

Participation
	R.11.A.2.1.2
R.11.A.2.3.1
R.11.A.2.5.1
	13.1.11.G

1.2.11.E
1..6.11.A
1.6.11.B
13.1.11.F

	Resources/Materials

	Career Cruising (www.careercruising.com) 

Post-Secondary Options PowerPoint
Technology Application (Post-Secondary Shopping Cart)
Articles related to post-secondary news & concerns

Field Trip Permission form

Guest Speaker

	Interdisciplinary Relationships

	English/Language Arts:  Research Process  

21st Century Skills: Information, Communication, and Technology Literacy: Students will use technology effectively to research, access, create, and communicate creative ideas and information with an understanding of ethical and legal issues. Recognize the importance of using technological knowledge to participate competently in postsecondary endeavors and society.  Technology skills development for a 21st Century workforce


	Objectives
	Level of

Ach.
	Suggested

Learning

Activities
	Forms of

Assess.
	Assess.

Anchor
	PA

Stand.

	The student will be able to:

Post-Secondary Applications

Select colleges and college coursework that supports your personal career interests.

Prepare post-secondary applications and draft requests for letters of recommendation.


	AF

AW, K, AP
	Career Cruising

Financial Aid Selector

Self-Directed Research

Post-Secondary Academic Research

Direct Instruction & Discussion:

· Common Application & Essay
· Timeline for Senior Year

· Identity Theft & Credit

Cooperative Learning: 

· Cost & Funding of Education

· FAFSA activity

· Award Comparison
	Graded Activities & Assignments


	R.11.A.2.1.2
	13.2.11.C

1.5.11.A-F

	Resources/Materials

	Career Cruising (www.careercruising.com)

Handouts (Post-Secondary Academic Research, Common Application, Award Comparison)

Presentations (Essay Recommendations, FAFSA activity & Cost of Education) 

	Interdisciplinary Relationships

	English/Language Arts: Consideration of purpose, topic, and audience in writing, Research Process

Technology/21st Century Skills: Recognize the importance of using technological knowledge to participate competently in postsecondary endeavors and society, Technology skill development for a 21st Century Workforce

Family & Consumer Science: Financial planning and resource management, practical reasoning and decision making.

Mathematics:  Personal budgeting and financial planning.


	Objectives
	Level of

Ach.
	Suggested

Learning

Activities
	Forms of

Assess.
	Assess.

Anchor
	PA

Stand.

	The student will be able to:

Career Acquisition & Documents
Create an individualized career plan such as a career portfolio.

Complete a sample job application
Complete and assemble final career acquisition documents such as letter of application and resume.

Using a variety of technical applications, develop a cover letter and resume for use in an actual job search.
Build networking relationships with teachers, employers and community representatives for future career acquisition possibilities.
	AF

AP
AW, K, AP

	Self Assessment & Evaluation

Career Cruising

1. Resume Builder

Discussion: 
· Federal Labor Laws 

· The Job Hunt

· Sections of a Resume

· What to include in a reference

Direct Instruction: 
· Complete a Job Application
Technology Application, Self-Directed Research & Peer Review: 
· Design authentic Resume
· Compose a Cover Letter
· Compose a Thank You Letter
· Design authentic References & Network

	Graded Activities & Assignments


	NA
	13.1.11.G
13.2.11.E
13.2.11.C

13.2.8.C
13.2.11.C

13.2.8.C

13.2.11.B


	Resources/Materials

	Career Cruising (www.careercruising.com)  

Presentation (The Job Hunt, Resumes & References)

Handouts (Cover Letter Components, Thank You Letter Components, Federal Labor Laws, Designing Your Resume, References?, Application)
Internet Research

	Interdisciplinary Relationships

	21st Century Skills: Information, Communication, and Technology Literacy: Students will use technology effectively to research, access, create, and communicate creative ideas and information with an understanding of ethical and legal issues. Recognize the importance of using technological knowledge to participate competently in postsecondary endeavors and society.  Technology skills development for a 21st Century workforce




	Objectives
	Level of

Ach.
	Suggested

Learning

Activities
	Forms of

Assess.
	Assess.

Anchor
	PA

Stand.

	The student will be able to:

Interview Skills & Techniques
Employ effective speaking and attending behaviors in a job interview.
Identify effective delivery techniques in a mock interview such as: eye contact, body language and enunciation.

Offer appropriate, relevant responses in a job interview by listening attentively to the questions asked.
	AP, M
AF

AP, M
	Discussion on 
· Types & Stages of the Interview
· Legal Aspects of the Interview

· STAR Technique

· Finalizing the Process

Guest Speaker: Interview Do’s and Don’ts
Authentic Learning: Mock Interviews

	Graded Activities & Assignments

Mock Interview Assessment
	NA
	13.2.8.A

1.6.11.A

1.6.11.B

13.2.11.A

1.6.11.B

	Resources/Materials

	Presentations (Types & Stages of the Interview, Legal Aspects of the Interview, STAR Technique, Finalizing the Process)

Handout (Permissible and Non-Permissible Interview Questions, Common Interview Questions)

	Interdisciplinary Relationships

	English/Language Arts: Skill development in productive oral communication and active listening.  Consideration of purpose, topic, and audience in writing.  

Global Awareness: Recognize Perspectives: Students recognize their own and others’ perspective. Preparation of globally competent graduates who are ready to participate critically and creatively in their chosen fields of work and study.


	Objectives
	Level of

Ach.
	Suggested

Learning

Activities
	Forms of

Assess.
	Assess.

Anchor
	PA

Stand.

	The student will be able to:

Employability Skills
Recognize personal attitudes and work habits that support career retention and advancement.
Analyze the role of each participant in a group activity in relation to their contribution to the final product.

Contribute as a member of a team.

Use feedback for personal growth.


	AW, AP

	Group Presentation & Peer Evaluation Job Shadow / Employability Skills
· Research topic

· Work with group to create presentation

· Present project
· Self-evaluation

· Peer-evaluation

	Group Project & Presentation
Self & Peer Evaluation
	R.11.A.2.5.1
	13.3.11.B
13.3.11.C

13.3.8.B

13.4.8.A

13.4.8.B

13.4.11.B

1.6.11.B 

	Resources/Materials

	Pennsylvania Career Gates, Disc 3: Leadership 1 (6:04), Leadership 2 (6:22), Soft Skills (6:46)

Guest Speaker

	Interdisciplinary Relationships

	English/Language Arts, Collaboration: Assume responsibility for collaborative work.  Skill development in productive oral communication and active listening.   Consideration of purpose, topic, and audience in writing.

Global Awareness: Preparation of globally competent graduates who are ready to participate critically and creatively in their chosen fields of work and study.
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