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Course Title: Careers and Personal Finance		                      Grade: 11th
	Unit (Name/Number):  Work Documents
	Pacing:  Twelve class periods



	Essential Question(s):   What are the main differences/similarities between a resume and an application?  Lesson:  How do you know when it is best to send an electronic or paper resume?  Lesson:  What should you include and what should you leave off your resume?  Lesson:  What are some resume “rules” when preparing a hard-copy resume?  Lesson:  What is a cover letter?  Lesson:  Is it important to send a thank-you letter after an interview?



	Content/Key Concepts
	Standards
	Key Vocabulary
	Learning Activities/Resources
	Evidence of Learning
(Assessments; Performance Tasks)



	Applications
vs.
Resumes
	13.2.11.C
	· Application
· Resume
· On-line application
· References


	
Laptops

Website article:
Tips for Teens Completing Job Applications

Note guides




	Ticket Out




	Resume Types
	13.2.11.C
	

· Linkedin 
· Electronic resume
· Paper/hard copy resume
· Chronological resume
· Functional resume
· Targeted resume


	Laptops
Resume Video
High School Resume Booklets

Critique resume samples in book
Watch video on resume types
	Quiz



	


What to Include/leave off a Resume
	13.2.11.C
	
· Hard skills
· Soft skills 
· Heading
· Assets 
· Personal Information
· Subheadings
· Skills
· Attitude
· Empathy
· Character
· Ethics
· Punctuality
· Professionalism
· Professional organization
· Professional development
· Discrimination
· Diversity

	
Laptops
Course booklets

Create a resume in Naviance 
About Me > Resume


Microsoft Word Templates 
Class discussion on template choices > students will choose a template or create original

	

Computer screen check
Completed resume in Naviance
Completed template or original resume



	



	Cover, Thank-you and Resignation Letters
	13.2.11.C
	
· Cover letter
· Resignation letter
· Inside address
· Salutation
· Return address

	
Laptops
Cover letter samples
Thank you letter samples
	Ticket Out







