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 SEQ CHAPTER \h \r 1The Writing Process

Few, if any, writers write something perfectly the first time.  Practice these steps to get to a final draft.

*
discuss-
Examine ideas by talking with others.  Think about what you want to say.  Brainstorm.

*
organize-
Draw a cluster or web.  Make an idea list or outline.

*
draft-

Get your thoughts down on paper without worrying about mistakes.  Write for meaning.  Take risks.  Be creative.  Put your ideas into words.  Express yourself.

*
revise-
Read what you wrote and then clarify and expand your writing to more accurately say what you want it to say.  Take out information.  Add information.

*
edit-

Check for proper language usage, punctuation, and spelling.

*
final copy-
   Feel proud, competent, and confident.  Share with others.  Display.
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BIO- POEM

Line 1:

Your First Name Only

Line 2:

Four Traits That Describe You

Line 3:

Sibling of … (or Wife of, or Mother of, or Friend of)

Line 4:

Lover of … (3 people or ideas)

Line 5:

Who feels … (3 responses)

Line 6:

Who Needs … (3 responses

Line 7:

Who Gives … (3 responses)

Line 8

Who Fears … (3 responses)

Line 9:

Who would like to see … (3 responses)

Line 10:

Resident of … (City, State)

Line 11:

Your Last Name Only

What’s Important to Me

Please prioritize the following list of values by marking each as

Very Important  (VI)      Somewhat Important  (SI)       or Not Very Important  (NVI)
---— 
Time with family

—--- 
A lot of money

---— 
Good health

---—
Home of my own 

---— 
New vehicle

---— 
Peace in the family

---— 
Respect

---— 
Friends

---— 
Good looks

---— 
Satisfying jobs

---— 
Helping others

---— 
Improving my community

---— 
Avoiding conflict

---— 
Long term security

---— 
My children's future

---— 
Church work

---— 
Education for myself

---— 
Good morals

---— 
An intimate relationship

---— 
Healthy self-esteem

In small groups discuss your top 5 priorities.  Then discuss the following questions:

How do I show that these values are important to me?  (Give 2 concrete examples)
What makes it hard to keep these at the top of my priorities?

What have I learned about myself from this discussion?
Name _______________________________________  Date______
What’s Important to Me In a Job
What‘s important to you about a job? For some people it is very important to have regular hours, or to work outdoors. Some like to work alone. Some like to have flexible work hours.  Some like to travel around.  Look at the list below and decide what is most important to you when you think of a job.  
Mark each item as:

Very Important  (VI)       Somewhat Important  (SI)      or  Not Very Important  (NVI)
---— 
Flexible hours 

---— 
Good pay 

---— 
Good benefits/health insurance 

---— 
Safety 

---— 
Job security 

---— 
Vacation time/holidays 

---— 
Advancement 

---— 
Close to home

---— 
On-the-job travel 

---— 
Responsibility 

---— 
Working with people 

---— 
Working alone 

---— 
Job variety 

---— 
Pleasant work environment 

---— 
Regular hours 

---— 
Working with machines

Are there other priorities not on the list?  Please identify.
Identify and discuss the 3 priorities that are the most important to you. 

Identify and discuss the 3 priorities that are the least important to you.
What have you learned about yourself?

Name _______________________________________  Date______

SKILLS AND ABILITIES WORKSHEET - PART I

INSTRUCTIONS:  Complete the sentence "I am good at...." by circling the skills you have in each category.  Then add at least three other skills you have to each category.
COMMUNICATIONS

* Giving instructions or training

* Writing letters or reports

* Interpreting and translating

* Talking to groups

* Checking for errors

* Communicating well on telephone

* Explaining ideas to people

* Following directions

* Persuading others

* Interviewing people

PERSONAL EFFECTIVENESS

* Leading a group or committee

* Observing others

* Taking care of details

* Working as a team member

* Motivating people

* Managing time wisely

* Staying calm under pressure

* Presenting a good image

* Assuming responsibility

* Understanding another's point of view

* Working well with others

* Concentrating

SKILLS AND ABILITIES WORKSHEET - PART I (continued)
BUSINESS ORIENTED

* Planning for the future

* Prioritizing tasks

* Organizing tasks

* Promoting products

* Directing others

* Assigning tasks to others

* Developing time schedules

* Evaluating others

* Completing tasks

* Making decisions

* Helping customers

MATHEMATICAL

* Calculating 

* Bookkeeping and record keeping

* Estimating costs

* Preparing budgets

* Operating cash registers or calculators

* Solving math problems

NATURAL SKILLS

* Creating original work

* Eye-hand coordination

* Thinking logically

* Being energetic

OTHERS

Name _______________________________________  Date______


SKILLS AND ABILITIES WORKSHEET - PART II

INSTRUCTIONS:  Write work experiences, hobbies, courses, or training you have had which gave you that skill.

A.
COMMUNICATION - Oral and Written

B.
PERSONAL EFFECTIVENESS -

C.
BUSINESS ORIENTED -

D.
MATHEMATICAL -

E.
NATURAL SKILLS -

F.
OTHERS -

Name _______________________________________  Date______

Source: UNKNOWN


MY FUTURE GOALS WORKSHEET
Write down three goals you want to accomplish in your life.  Identify and write four steps you need to take to accomplish each goal.  In the right hand column, set the time line.  How soon would you like to accomplish this goal and its related steps?

I.   Goal 1______________________________________________________________________

Is this goal “REAL”? _____________ Yes ____________ No

Steps I must take 




Dates to be accomplished

1.___________________________________

____________________________________

2.___________________________________

____________________________________

3.___________________________________

____________________________________

4.___________________________________

____________________________________

II.   Goal 2________________________________________________________________________

Is this goal “REAL”? ___________ Yes ____________ No

Steps I must take




Date to be accomplished

1.___________________________________

______________________________________

2.___________________________________

______________________________________

3.___________________________________

______________________________________

4.___________________________________

______________________________________

III.   Goal 3________________________________________________________________________

Is this goal “REAL”? _____________ Yes ____________ No

Steps I must take




Date to be accomplished

1.___________________________________

______________________________________

2.___________________________________

______________________________________

3.___________________________________

______________________________________

4.___________________________________

______________________________________

Name_______________________________________________________  Date___________________
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Project-based Learning Guide
1.
Generate questions to be researched

*
Brainstorm topics, themes, issues, problems


*
Generate questions related to the topics


*
Refine and prioritize into two or three best questions
2.
Design a project to answer the identified questions

*
Identify and chose inquiry methods, such as interviews, surveys, 
internet searches, systematic observation and recording of 
information, experiments, library searches 


*
Decide on the product


*
Decide on the audience


*
Create an action plan by:




-mapping out goals and tasks




-establishing time line




-assigning roles




-starting first step

3.
Implement action plan

*
Review periodically:




-What have we accomplished so far?




-What’s left to do?




-Do we need to revise our action plan?




-What resources do we need?




-What have we learned?

4. Prepare final project and results


5,
Present to an audience

*
Showcase project and group accomplishments


*
Describe methodology of how accomplished


*
Discuss findings and results


*
Cite sources


*
Identify additional topics, projects, or questions to research

6.
Assess learning outcomes

*
Assess the impact of project participation on students’ knowledge 
acquisition, progress toward learning objectives, learning 
processes, and  perceptions

Career Questions To Research

Job/Career Title


Does the job have other titles or names?


An example is secretary, office assistant, or office aide.

Job skills and Duties


What are the skills used in this job?


What are the usual duties performed in this job?

Work Environment


What are the usual working conditions, such as:


hours, physical demands of the job, environment and stress level.

Qualifications or Training Needed


What are the qualifications to start this job?  


What kind of training is needed?

Where can one get the training?

Is there a local junior college, technical school, special training center, workforce center or 4 year college that trains for this job?

What is the salary range?


What is the national range?

What is the range for local job offers in the want ads or other local sources?

Opportunities for Advancement

Is there a way to advance, or is this the top level of this job?

Where are some possible places to find this kind of job?


Are there job opportunities right now being advertised?

Where may there be other places locally that would have employment but are not advertising right now?

Source: Writing a job pamphlet by Lynn Allen
http://slincs.coe.utk.edu/gtelab/learning_activities/07alll.html
CAREER PROSPECTS WORKSHEET

Name:_____________________________________    Date:___________

Name an occupation you are considering __________________________ 
1.
What are the training requirements?

2.
What are the educational requirements?

3.
What other skills or aptitudes are needed?

4.
What is the salary range?

5.
What is the employment outlook?

6,
Where could I find a job?

Adapted from Preparing for Work in the Career Emphasis Series; JIST Works, Inc, 1990.

MY CAREER PLAN

Name:________________________________________ Date:______________

My Job/Career Goal:
The education/training I need:
Where I will get it:
How long it will take:
What it will cost:
How I will pay for it:
Jobs I am looking for now:
Where I will apply:
When I want to start working:
What I hope to earn:
Contacts I have or need to help me get more education/training or advance on the job:
Taking a Survey
Excuse me, I’m doing a survey on __________

     Would it be OK if I asked you a few questions?

	Name  & Occupation
	Question #1
	Question #2
	Question #3

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Reporting Results:

	The majority of the people  . . . 

Most people  . . . 

Quite a few people  . . . 

About half of the people  . . . 

Hardly any of the people  . . . 

Almost no one  . . . 

Write up your results:
	[image: image1.jpg]





________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
www.bogglesworld.com 

ACTION WORDS

A resume must be interesting to read.  Carefully select the words to describe your experiences and accomplishments.  The following action words, or others like them, can help a resume come alive.

adjusted

advised

assembled

assisted

attended

balanced

built

chosen

clarified

collected

compared

compiled

completed

computed

coordinated

created

delivered

designed

determined

developed

directed

dispatched

earned

elected

eliminated

encouraged

established

examined

facilitated

fashioned

filed

followed

guided

handled

helped

improved

informed

initiated

inspected

instructed

introduced

kept

learned

maintained

managed

mastered

met

nominated

obtained

operated

organized

participated

performed

planned

produced

promoted

purchased

recorded

redesigned

referred

reduced

removed

repaired

represented

responded

saved

scheduled

selected

served

set up

solved

spoke

started

structured

studied

succeeded

telephoned

trained

translated

turned

volunteered

won

worked

wrote

Look at the list of action words and think about how you could use them on a resume.  Don't limit yourself to things that you have done in school or on other jobs.  Think about your activities at home and in the community as well.  Choose 10 action words and write short, clear statements describing your experiences.  Remember, action phrases should communicate information at a glance.

Source: Adapted from How To Look Good To An Employer by Rebecca Anthony and Gerald Ro, Fearon Education, 1987
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Source:VESL – Vocational English as a Second Language Courses A & B Curriculum Guide by Stephanie Sommers
p42
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Source:VESL – Vocational English as a Second Language Courses A & B Curriculum Guide by Stephanie Sommers
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Source:  Getting There: A Curriculum for Moving People Into Employment by Marian Colette, Beverly Woliver, Mary Beth Bingman, and Juliet Merrifield
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Source:  Getting There: A Curriculum for Moving People Into Employment by Marian Colette, Beverly Woliver, Mary Beth Bingman, and Juliet Merrifield
SUSAN K. KETTERMAN

1322 W. THORNDALE

FIELD CREEK, IDAHO 83716

(208) 376-9022

JOB GOAL

To obtain a position where I can use my knowledge and strengths while learning new skills to help others.

WORK EXPERIENCE

Self-Employed 



- 24-hour caregiver

HOMEMAKER 


- Self-motivated and excellent manager of time

Field Creek, Idaho 


- Able to operate, maintain small machinery






- Nutrition expert, creative menu planner






- Follows recipes and first aid directions accurately






- Negotiator






- Maintains clean and safe environment






- Works well without supervision






- Assists husband with hog operation






- Medicates animals when ill






- Works well in adverse weather conditions

SHIPPING/RECEIVING 

- Programming on IBM computer

AT & T 



- Prepared telephone parts for mailing

Boise, Idaho 



- Selected appropriate parts for mailing






- Cooperative team player






- Learned new tasks quickly






- Followed directions accurately






- Did repetitive work with positive attitude

COOK/WAITRESS 


- Trained new cooks and waitresses

Smacky Shack 



- Excellent verbal and listening skills

Fieldcrest, Idaho 


- Set up buffet and salad bar






- Took orders accurately






- Respected all customers






- Organized tasks for time allotments






- Worked well under pressure

EDUCATION: 
Mountain Falls Junior College in Kingston, Idaho. Classes in




Secretarial Training, Word Processing, Accounting, Typing,




Business Math.

PERSONAL DATA: 
I eagerly await a challenging career outside the home. I have been

married for seventeen years and have two independent daughters.  I like helping people and enjoy learning new skills.

Source:VESL – Vocational English as a Second Language Courses A & B Curriculum Guide by Stephanie Sommers
JEAN LOUND
▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬
950 Lilac Lane

Kansas City, MO 64550

(816) 773-2425
POSTION DESIRED
▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬
To obtain long-term employment with growth potential with a company where I can contribute my hardworking ability and my positive attitude.
EXPERIENCE
▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬
Babysitter


- Assisted neighbor with child care in evenings

Mr. and Mrs. Jeff Smith 
- Responsible for nine-month-old baby

Kansas City, MO 

- Able to follow directions





- Very caring and sensitive to needs of others





- Able to work flexible schedule
Crew Member 

- Cleaned table, picked up trays

Burger King Restaurant 
- Greeted customers with enthusiasm

Kansas City, MO 

- Operated computer register accurately





- Took pride in cleaning area premises, inside and out





- Filled dispensers
EDUCATION
▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬
Van Horn High School, Kansas City, MO 

1999 Graduate

National Science Association certificate of merit 
Summer 1998
PERSONAL DATA
▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬
I thoroughly enjoy meeting people wherever I am. in high school I have been involved with the Science Club, chorus, pep club and a member of the National Science Association.  I enjoy hiking, reading, and music.  I look forward to meeting new challenges.

Source:VESL – Vocational English as a Second Language Courses A & B Curriculum Guide by Stephanie Sommers
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