	PROJECT/ACTIVITY

By

Janell Rochelle

	Participating Business:

Wichita County District Attorney’s Office

	Lesson Title

	“How do I apply for a job?”

	Course/Grade Level

	12

	TEKS

	BCIS II—(c) all Teks apply

	Link to Job/Career

	Filling out an application for a job

	Objective

	Students will complete an actual job application for the DA’s office.

	Activity/Project Description

	Give the Rules for filling out an application:

1. Use a black pen (take it with you)

2. Do not leave any blanks (put NA if something doesn’t apply)

3. No scratch outs—be as neat as possible

4. Take a copy of your resume with you for information

5. Take references complete names, addresses, and phone numbers

6. Memorize your SSN number!

7. Read the directions!

8. Do not list a required salary—you may price yourself out or your might pass up better pay (put negotiable)

After going over the rules pass out the application and have the students fill it out.

	Notes to Teacher

	The above rules are very important when filling out an application.  You have more that you could add.

	Materials Needed

	Printed application for each student.

	Checking for Understanding

	Assess as they students are working.  Give help where needed.

	Assessment

	Check over the applications.  Assess according to how well they following the given rules.

	Technology Utilization

	Possible online application.

	Learning Styles

	Visual—Read over the rules and application.

Auditory—class discussion how to spell words, importance of following the rules.

Tactile/Kinesthetic—Students fill out the application using black ink.


	PROJECT/ACTIVITY

By

Janell Rochelle

	Participating Business:

Wichita County District Attorney’s Office

	

	Lesson Title

	“My interview is at 1:00 p.m.”

	Course/Grade Level

	12

	TEKS

	BCIS II—(c) (4) (5) 

	Link to Job/Career

	Interview for a job at the DA’s office.

	Objective

	Students will participate in a practice interview with a member of the business community.

	Activity/Project Description

	Students will participate in a practice interview with a member of the business community.  They will be dressed appropriately, arrive on time with necessary materials.

	Notes to Teacher

	Provide rules for this as well.  Students need to know to arrive ahead of the appointed time, have appropriate materials with them, and be dressed appropriately.  They may need transportation as well.

Provide them with questions and possible answers that may be asked during the interview.  Try to make the interview with someone they don’t know.  (hard to do in a small town)

	Materials Needed

	Professionals dress, resume, confidence, good eye contact, and a pleasant face and attitude.

	Checking for Understanding

	Follow up with the interviewer and students.  Provide the interview with an evaluation sheet (she may have one of her own).

	Assessment

	Give grade based on interviewer’s comments.

	Technology Utilization

	They might have to demonstrate skills in MS Office.

	Learning Styles

	Visual—Have students look in the mirror before they leave.  Give pointers.

Auditory—class discussion about questions/possible answers.  Eye contact. Pleasant expression.

Tactile/Kinesthetic—Students actually go to an interview with a business person.  


	PROJECT/ACTIVITY

By

Janell Rochelle

	Participating Business:

County Judge Gossom’s Office

	

	Lesson Title

	Plan the Office (BPA) Labor Day Party Using Outlook

	Course/Grade Level

	10-12

	TEKS

	BCIS1—c6 (B) (D)

	Link to Job/Career

	Judge’s office using MS Outlook for scheduling, communicating, etc.

	Objective

	To use MS Outlook in a real world situation after the student has completed the Outlook unit in the textbook.

	Activity/Project Description

	Outlook will be used in all activities.  Send a memo to your boss (teacher) requesting permission to schedule and organize a Labor Day party for the staff.  Once permission is received use the calendar to schedule the party and then send memos to all staff members requesting volunteers for various jobs.  Schedule and conduct a meeting with volunteers to brainstorm ideas and assign tasks.  During the planning of the party keep members updated using Outlook.

	Notes to Teacher

	Students need a working knowledge of Outlook before trying this project.

	Materials Needed

	Student textbook with Outlook Unit.  Computers with MS Office.  All members (students) would need to be able to communicate using Outlook.

	Checking for Understanding

	Once initial permission is given attend the planning meeting with students to help guide the plan.  Periodically check with the committees and secretary to see that plans are progressing.

	Assessment

	Actually have a party.  Evaluate students as to how well they completed their assigned tasks.

	Technology Utilization

	MS Office (Outlook)

	Learning Styles

	Auditory—Brainstorming session for party plans

Tactile/Kinesthetic—Students use MS Outlook to communicate and complete plans


	PROJECT/ACTIVITY

By

Janell Rochelle

	Participating Business:

Wichita County District Attorney’s Office

	

	Lesson Title

	“I have an interview!  What do I wear?”

	Course/Grade Level

	12

	TEKS

	BSIC II—(c) (4)

	Link to Job/Career

	Job openings in the DA’s office.

	Objective

	Students will assess their wardrobe for appropriate professional dress for a job interview.

	Activity/Project Description

	Present a visual presentation on professional dress.  Be specific about what is appropriate and what if not.  

Have the students assess their wardrobe to see if they have anything that is appropriate.  Have then wear or bring it to school for you to assess.  Give pointers about what if right/wrong about their selections.

	Notes to Teacher

	There are several websites that provide information on this subject if you want to let the students do their own presentation.  However, do not assume that they will understand what is appropriate and what is not. They usually do not!

	Materials Needed

	Presentation about professional dress.  Student’s clothing.

	Checking for Understanding

	Have the student bring or wear their professional’s choices to school for review.  You could have a pre-job interview practice day.

	Assessment

	Evaluate the clothing by giving suggestions about ways the outfit could be improved.

	Technology Utilization

	Presentation software (PowerPoint) or Internet

	Learning Styles

	Visual—Using presentation software show students what is appropriate dress

Auditory—class discussion about what is appropriate and what is not.

Tactile/Kinesthetic—Student accesses their closets.


	PROJECT/ACTIVITY

By

Janell Rochelle

	Participating Business:

Wichita County District Attorney’s Office

	

	Lesson Title

	I Want a Job!

	Course/Grade Level

	12

	TEKS

	BCIS II—(c) all Teks apply

	Link to Job/Career

	Students assess a career and their skills then complete the steps required to apply and interview for a job.

	Objective

	Students will assess the job market and complete a resume and letter of application for a specific job.

	Activity/Project Description

	Students will study the classified section of the newspaper and research various job opportunities for jobs that they might be qualified for and interested in pursuing.  Students will complete a resume and application letter related to a specific job.

	Notes to Teacher

	This is an excellent activity for seniors.  I have them do a resume at the beginning of the year, keep it updated, and then give them a copy or disk at the end of the year.

	Materials Needed

	Classified section of the newspaper, MS Word.

	Checking for Understanding

	Have student list activities and skills that they possess.  Give ideas about appropriate letterheads and format for resumes.  Check the resume and make suggestions for improvements.

	Assessment

	Grade the resume and application letter.

	Technology Utilization

	MS Word and printed or electronic classified sections of newspapers.

	Learning Styles

	Visual—Using newspapers research jobs and related skills

Auditory—class discussion about appropriate letterheads, fonts, formats, etc. for resumes and application letters.

Tactile/Kinesthetic—Students prepare a resume and application letter for themselves.


