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These lessons help learners examine their values, interests, skills, and abilities and begin the process of career exploration and planning.  The following primary sources were used in preparing the lessons:

VESL – Vocational English as a Second Language Courses A & B Curriculum Guide by Stephanie Sommers – April 2000 - Bridge to Advanced Technological Education and Employment http://www.uic.edu/cuppa/techbridge/PDF/VESLGuide_040100.PDF
Getting There: A Curriculum for Moving People Into Employment by Marian Colette, Beverly Woliver, Mary Beth Bingman, and Juliet Merrifield – Revised Edition 1996 – The Center for Literacy Studies at the University of Tennessee, Knoxville
http://cls.coe.utk.edu/pdf/getthere.pdf
Project FORWARD Curriculum by Baird, Barbara – 1991 - Texas Education Agency, Division of Adult and Community Education  http://www-tcall.tamu.edu/bibs/curicula2.htm
Instructors are encouraged to modify the activities to meet the needs of their students.  They are also encouraged to teach appropriate grammar and sentence structure necessary for completing the lessons.  As always, it is important to model appropriate responses before asking students to respond.

STUDENT PORTFOLIOS

Student portfolios are recommended as an on-going form of assessment.  Portfolios are purposeful collections of student work that demonstrate student efforts, progress, and achievements over a period of time.  They can include students’ development in writing with dated writing samples, reports, checklists, and worksheets; art work; journals; reading logs; photographs of projects; mathematical autobiographies; solutions to word problems; or virtually anything one wishes to include.  When used in combination with other instruments, portfolios provide comprehensive information on students’ mastery of skills, interests, strengths, abilities, needs, and potential.

Instructors are encouraged to talk with students about how their portfolios will be used to emphasize their accomplishments and that entries should reflect their best work.  It is recommended that the portfolios be organized in three-ring binders that contain a Table of Contents and Introduction.  They can be decorated by the students if desired.

The Workplace Literacy Lessons Plans identify several written works that can be placed in the portfolios, including:

       Bio-Poem Introduction
       “Things About Me” writing
       “What’s Important to Me” worksheet

       “What’s Important to Me In a Job” worksheet

       “My Interests” writing

       “Things I Am Good At” writing
       “Skills and Abilities Part 1 and Part 2” worksheets

       “Job Want Ad” writing

       “What I Do Best” writing
       “My Wants and Wishes” writing
       “My Life Line” writing

       “My Future Life Line” writing

       “My Future Goals” worksheet 
       “Pie of Life” writing activities
       “My Time Schedule” chart
       “Career Question to Research” or other PBL documentation
       “Career Prospectus” worksheet
       “My Career Plan” worksheet
       “Making Connections for Jobs” documentation
       “Taking a Survey” material

       “My Employment Skills” writing
       My Resume

       “Summary Card” writing
       “Practicing for Successful Job Interviews” documentation
       “Cover Letter”
       “Personal Dictionary”
It is important that the portfolios contain work that the students can be proud of; so help the students assume responsibility to assure that:

       Spelling, grammar, and punctuation has been checked and are correct
       Sentences are complete

       Work is neat and clean

PROJECT-BASED LEARNING

Project-based learning (PBL) allows learners to work in teams to develop skills and competences.  It is an active and challenging approach that allows students to collaborate on specific projects.  It encourages students to apply course material and “real world” competencies while actively manipulating concepts and principles.

PBL asks students to:


-
identify a problem, issue, or question;

-
gather information through readings, interviews, experiments, or observations;


-
plan some action to be taken;

-
create and implement an action plan;

-
monitor and evaluate changes that occur; and

-
share what they learn with others.

 SEQ CHAPTER \h \r 1To set the stage for effective group work, instructors can discuss teamwork and it’s usefulness in the “real world” in either large or small groups. Questions can include:

-
What kinds of things have the students done in groups or teams?
-
Were the teams successful?  Why or why not?

-
What makes a good team?

-
How is teamwork useful in everyday life?  

-
How is teamwork useful in the workplace? 

-
What should be some “ground rules” for working in a team?

Throughout the class discussion instructors serve as learning facilitators by:

-
role-modeling good communication skills;

-
encouraging members to listen to one another and hear other points of view;

-
providing “just-in-time” resources and expertise; and


-
providing useful feedback.

 SEQ CHAPTER \h \r 1Project-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
THE WRITING PROCESS

Discuss, demonstrate, and implement the "process" of writing.  Talk about how all students can learn to write by practicing the processes that leads to a final draft.  Few, if any, writers write something perfectly the first time.  These are the steps that all writers go through:
*
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.

As an instructor, it is important to involve students in the writing-editing process to help them see the linkage between correct usage and their own original ideas.  Encourage them to use the “Spelling and Grammar” and “Language” Tools found in software programs and on-line or print dictionaries and thesauruses on a regular bases to assist with their writing.
PERSONAL DICTIONARY
Talk about "word power" and why it is important.  Ask students to begin their personal dictionaries by identifying a place, such as a small notebook that can be easily carried, to write down new words they learn.  Words will be added to this dictionary everyday.  Encourage them to begin habits of:

*
writing down unfamiliar words whenever they see them, particularly in class.

*
defining words by asking others or looking them up in a dictionary.

*
underlining unfamiliar words as they read.

*
trying to guess what the word means by looking at the rest of the sentence or paragraph.

*
trying to "sound out" new words by saying the beginning sound and any parts of the word they know.

*
reviewing their personal dictionaries regularly.

*
closing their eyes and conceptualizing the new words.

*
using the new words whenever possible while talking or writing.

*
categorizing some of the new words, e.g. alphabetically, by meaning, by sound similarity, or by parts of speech.

*
generating their own definitions of the new words.

*
developing word games to play with other students.

Talk about how no one is ever finished learning new words and we all use the same strategies for learning them.  Use yourself as an example of someone who is always expanding his/her vocabulary.  Talk specifically about the strategies you use when trying to learn new words.  Six useful strategies for vocabulary development to reinforce throughout these lessons include:

1.  Learn words through context clues while reading.

2.  Study definitions and think about the words to be learned.

3.  Use the new words as often as possible while speaking or writing.

4.  Learn a classification method for new words.

5.  Study synonyms and antonyms.

6.  Paraphrase the definitions of new words by putting into own vocabulary.

LESSON 1:  IDENTIFYING VALUES

Values are deeply held opinions and feelings.  They are what we believe in and care about.  We make decisions and choices based on our values and we find satisfaction based on our values.  Values are the guides that give direction to our lives.  Our values grow out of our experiences and our decisions.  In a sense, our values show what we do with our limited time and energy.  This lesson will help participants explore their values by discussing personal values and clarifying how their values translate into action in their lives.
ACTIVITY 1:  Bio-Poem

Ask students to complete a Bio-Poem about themselves.  The activity asks students to write about themselves by answering the following prompts:

Line 1:

Your First Name Only

Line 2:

Four Traits That Describe You

Line 3:

Mother of … (or Wife of, or Sibling 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 1:1
Your Last Name Only

This “Bio-Poem” can serve as an Introduction in the student’s portfolios.

ACTIVTY 2:  Things About Me

Teach appropriate grammar and sentence structure for doing the following activity and model appropriate responses.  Ask everyone to think and write about the following:
3 favorite songs/music 
3 places I have been
3 things I know how to do

3 people who have influenced me

3 things I have learned

3 foods I love

In small groups (3-6 people) ask students to discuss their answers. 

Ask students to label this writing “Things About Me” and place in their student portfolios.
Source:  Getting There: A Curriculum for Moving People Into Employment by Marian Colette, Beverly Woliver, Mary Beth Bingman, and Juliet Merrifield
ACTIVITY 3:  What’s Important to Me

Revise this list if it is too long or difficult for your students.  Explain and discuss each of the values listed in the “What’s Important to Me” Worksheet.  Have participants prioritize the list of values 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

Give students time to complete the worksheet.  Divide the class into small groups to discuss their top 5 priorities and the 3 questions:

1. How do I do to show that these values are important to me?  (Give 2 concrete examples)

2. What makes it hard to keep these at the top of my priorities?

3. What have I learned about myself from this discussion?

Ask the small groups to identify the top “common” values shared by all the small group members.  Ask each group to report on their top “shared” values as you write them on the board.   Discuss the common values shared by the class.

Write the name of the commonly-shared values on a sheet of paper or newsprint and tape the sheets in various places around the room.  Ask students to identify their most important value and to signify their choice by going over and standing by the word.  Discuss everyone’s choice.

Place “What’s Important to Me” worksheet in student portfolios.

Source:  Getting There: A Curriculum for Moving People Into Employment by Marian Colette, Beverly Woliver, Mary Beth Bingman, and Juliet Merrifield
ACTIVITY 4:  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 flexible work hours.  Some like to travel around.  Distribute the handout “What’s Important to Me About a Job” and ask learners to look at the list and decide what is most important to them when they think of a job.  Ask them to mark each item as Very Important (VI), Somewhat Important (SI), 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

Give students time to complete the worksheet.  Divide the class into small groups to discuss their responses on the worksheet:

1. Are there other priorities not on the list?  Please identify.

2. Identify and discuss the 3 priorities that are the most important to you. 

3. Identify and discuss the 3 priorities that are the least important to you.

4. What have you learned about yourself?

Ask the small groups to identify the top “common” values shared by all the small group members, if any.  Ask each group to report on their top “shared” values as you write them on the board.   Discuss the common values shared by the class.

In a class discussion ask learners who have worked to share some of their good, bad, and interesting experiences in the job.  Ask students with no work experience to talk about their "ideal" job.

Place “What’s Important to Me in a Job” worksheet in student portfolios.

Source:  Getting There: A Curriculum for Moving People Into Employment by Marian Colette, Beverly Woliver, Mary Beth Bingman, and Juliet Merrifield
ACTIVITY 5:  It’s a Value to Me

Begin with a discussion on values with the class by asking each student to recall a "satisfying" experience - one which made them happy or excited.  Then ask them to tell the class about this experience.  Be sure to go first and use yourself as an example and relate a personal experience.  Ask each student what they liked about the experience and help them identify and label the underlying value of the experience.  Have the students complete the sentence "I'm a person who likes_____________________."  Conclude the activity by writing on the board, "It's a value if you....."

*
see it occurring repeatedly in your life.

*
want to do it more than anything else.

*
get excited when you talk about it.

*
can see yourself doing it many more times.

*
would gladly do it even if you are not paid for it.

ACTIVITY 6:  Values Auction

Make student handouts, an overhead transparency, or write on the board the following values.  Tell the students that they each have $2,000 in which to buy their values at market price at an auction.  They are once-in-a-lifetime purchases.  Ask them to write their choices for their $2,000 worth of values.
Acceptance

$  75

Truth


  100

Wealth


  375

True Love

  300

World Peace

  225
Adventure

  125

Power


  300

Family


  350

Education

  250

Culture


  200

Friendship

  225

Happiness

  325

Prestige

  125

Freedom

  275

Religion

  200

Creativity

  100

Pride


  275

Security

  200

Leisure time

  125

Patriotism 

  200

Health


  350

Independence    
  250

Ask each student to identify their “purchases”.

Alternatives:  You can also "auction off" the values to the highest bidder if you wish, or you and the students can assign the dollar value to the values before the auction.

Source:  Adapted from Understanding Yourself - Career Emphasis Series - JIST Works, Inc.
LESSON 2 IDENTIFYING INTERESTS, SKILLS, AND STRENGTHS
ACTIVITY 1:  My Interests

Ask students to write down all the things they would like to do if they had the time and resources.  Encourage them not to limit themselves to “reality” and things they really could do but to let their imagination go and write down things that interest them.  

After completing the list, ask students to review their lists and write summary statements about what the list tells them about their interests.  

Are most of their interests done:



Indoors?




Outdoors?



Alone?





With others?



With your hands?



With your head?



Quickly, with lots of action?


Slowly and patiently?

Did they involve …



Details?  




Ideas?  



Tools or equipment?



Working as a team?  



Learning new things?  


Sticking to a job until finished?  

Being on time?  



Taking on new tasks?  



Helping others?  



Maintaining a good appearance?  



Creating something new?


Speaking in English?
Label this paper “My Interests” and place in portfolios.

ACTIVITY 2:  Things I Am Good At / Everyone is A Teacher

Initiate a discussion on the idea that “everyone is a teacher” and that anything we can do well, we can teach someone else.  Ask your students about “teachers” they have had, not just in school environments, but in their lives, such as friends or relatives, who have spent time with them helping them learn various skills.  

Ask students to think about and write down “Things I Am Good At” identifying a minimum of 3:


-
things I have made


-
things I have organized


-
things I have fixed


-
things I know how to do


-
things I could show someone else how to do

Label this paper “Things I Am Good At“ and place in portfolios.

Ask them to identify who taught them or how they learned the skills.  Ask them to identify the skills they could teach someone else as you make a list on the board of their collective skills.  The class will probably be amazed at the diversity of knowledge that they have brought to class with them.  

If you wish, organize a special time for teaching demonstrations by students.  If there is time and interest, this could turn into a “How-To Book” student project with directions, lists of materials and tools, pictures, photographs, etc.

Source:  Getting There: A Curriculum for Moving People Into Employment by Marian Colette, Beverly Woliver, Mary Beth Bingman, and Juliet Merrifield
ACTIVITY 3:  Skills and Abilities Worksheets
Distribute the Skills and Abilities Worksheet-Part I.  Review the information and vocabulary.  Then ask the students to complete the Skills and Abilities Worksheet- Part II.  Discuss the activity.
Place “Skills and Abilities Worksheets” worksheet in student portfolios.

ACTIVITY 4:  Job Want Ad
Ask the students to write a sample “Job Want Ad” in which they are looking for a job.  For example: "I am a hard worker and I am looking for a job.  I can manage money and organize files.  I am trustworthy, responsible, dependable, and like working with others."
Place Job Want Ad in student portfolios.

ACTIVITY 5:  What I Do Best

Ask students to identify the 10 things they do best.  Place the “What I Do Best” writing in student portfolios.

ACTIVITY 6:  What I Am Proud Of
Ask the students to respond either orally or in writing to "I am proud of..." or "I am proud that..." statements.  If appropriate, emphasize that the type of pride that is called for here is not the boastful or bragging kind of pride, but the pride that means, "I feel really good about this" or "I this aspect of my life is important to me". 

*
A new skill you have learned within the last month or year.

*
Something you did that took physical courage. 
*
A decision you made which required considerable thought.

*
The completion of a task that was very difficult for you.

*
A time‑honored family tradition.

*
Not doing something you found objectionable.

*
Something you've done for an older person.

*
A time when you spoke up when it would have been easier to keep quiet.

*
A time when you wanted to speak up but you knew it was best to keep quiet.

*
Something you've made with your own hands.

*
A time when you got a good bargain.

*
A habit you successfully worked hard to overcome.

*
A time when you were especially loving to someone.

*
Something you did to live by your religion.

*
Something you've done to add to the world's beauty.

*
Something you've done to better your community.

*
A time when you set a good example for a younger child.

*
Healthy habits you have.

Source: Revised from Values Clarification by Simon, Howe, Kirschenbaum;, 1972

LESSON 3: GOAL SETTING
•  A goal is something we set for ourselves.

•  A goal is something we aim at.

•  You need to practice learning how to set “REAL” goals.
•  A goal can be small: "I will wash my car Saturday morning."

•  A goal can be big: "I will become a nurse in the next three years."

•  The big goals can be broken up into smaller ones:


"I will take AVANCE classes this summer."


"I will take the GED next fall."

ACTIVITY 1:  Writing or Discussion Prompts

Use the following prompts to initiate class discussions or personal writings:

-
More than anything else I want…

-
It’s fun to daydream about…

-
As a child, what careers did you dream about?

-
As an adult what careers do you dream about?

-
Why is it important to know where you have been in order to know where you are 
going?

Do a “mini-lesson” on “I am going to” and/or “I will”. Ask students In your dreams…..: 


Where are you going to live?


What job are you going to have?


What sorts of people are you going to have as friends?


What are you going to do with your leisure time?

Put students into groups to ask each other these questions. Come back as a class and ask these questions one at time; have students answer the questions for their partners.

Source:VESL – Vocational English as a Second Language Courses A & B Curriculum Guide by Stephanie Sommers
ACTIVITY 2:  My Wants and Wishes
Mental imagery is the ability we all have to "see" in the "mind's eye" an object, person, or place not actually present.  Ask the students to imagine themselves:

standing in their bedroom
playing on a beach 
riding a motorcycle

dancing at a formal party
walking in the rain
hanging from the ceiling

We use this ability to construct pictures in our heads all the time.  Most of our mental images fall into 3 categories:


remembering, planning, imagining. 

The power of mental imagery can be used in many contexts, such as solving problems, preparing for future events, managing stress, relieving boredom, losing weight, speaking before groups, or planning out your life.  Many sports figures report that they motivate themselves by imaging the act of winning.  

Write the following words on the board, one at a time, and ask the students to relax and imagine what they want in each of the categories.

work/career


travel

lifestyle


education

possessions


personal growth

relationships


creative self-expression

Then ask them to describe in writing what they want.  Encourage them to be very detailed and specific.  Imagery is most effective when it is concrete, behavioral, and realistically attainable.  Have the students discuss their wants and wishes.  Discuss what each student "wants to happen."  Ask them to describe their wants and wishes in enough detail so that other people can get "mental images" of what they're talking about.

Place “My Wants and Wishes” writing in student portfolios.

ACTIVITY 3:  My Life Line
This activity is called a Life line.  It is a visual representation of the important events in a person's life.  Begin by drawing a horizontal line across the board.  Put a dot at each end of the line.  Over the left dot, write your birth date or birth year, saying, "This dot represents my birth, the day I was born."  Place today's date over the dot on the right, saying "This dot represents the present."  Demonstrate your life line by putting a dot on the line, indicating the year, and talking about significant events that have happened to you in your life, such as in the following example:

X_______X______X_________________________________________________________X

1966    1972   1978   etc.







Today's date

1966
I was born. (Talk about where you were born, your family, and any early childhood memories.)

1972
I began school. (Talk about where, what you remember about your teachers and friends, and what you liked and didn't like.)

1978
My family moved to California. (Talk about the experience.)

Teacher's note:  Reveal what you are comfortable disclosing about yourself.  Be aware that the students will follow your example.  When possible, relate successes in your life to effort.  The purpose of the activity is to show that everyone's life is full of ups and downs and each one of our experiences makes us who we are.  This activity usually leads to everyone in the class treating each other with more understanding, tolerance, and compassion. 

Ask students to draw their own life lines.  Discuss each student's life line.  Discuss what they learned about each other.

Place “My Life Line” writing in student portfolios

ACTIVITY 4:  My Future Life Line
Draw a Future Life Line that represents the present to death.

Today's date X ____________________________________________________X death           



 





         (date unknown)

Ask the students to list 10-12 things that they want to accomplish between now and that unknown date and place them on their life lines with approximate dates.  Then discuss each student's list.

Place My “Future Life Line” writing in student portfolios.

ACTIVITY 5:  My Goals
Facilitate a discussion on goal setting using question such as:. 
1.
What are goals?

2.
Why do people have different goals?

3.
What goals might people share?

4.
What goals do you have for the day?  the week?  the month?  the next 3 months?  1 year?   3 years?  5+ years?

5.
How do you feel when you reach a goal?

6.
Is it important to set goals?  Why?

7.
Can you think of some impossible goals that people set?

8.
How do people feel when they can't reach a goal?

9.
Are your goals the same as 10 years ago?

10.
Will they be the same 10 years from now?

11.
Is it good to change goals?

Ask students about the goals they have set for themselves and ask for examples.  Add your own examples when necessary.  Ask for examples and list students’ goals on the board in the following headings:


Short Term  / Long Term  / Personal Goals  / Career Goals  / Educational Goals

Ask students to write a minimum of 3 goals in each category (short-term, long-term, personal, career, educational).  Discuss the student responses and their similarities and differences.

ACTIVITY 6:  “REAL” Goal-Setting
Discuss how “REAL” Goals must meet the following criteria:

R - Realistic.

Is this goal specific enough for you to actually attain it?  You need to be realistic—if your goal is "to see the world" you'll never do it.  If your goal is "to make a trip to La Ciudad Chihuahua" - that's specific and realistic enough to achieve.
E - Easy to Measure.

Can you actually measure your goal to see if you attained it?  If your goal is "to get a better education"—how do you know if you met that goal?  You could say your goal is "to raise your grade level in reading by at least two years by the end of the class" or "to pass all sections of the GED test by December 2006."  You can measure that goal and actually see that you've reached it.

A - Achievable.

If your goal is something you don't really believe that you can reach, then you'll never reach it. If your goal is one that someone else sets for you, you will probably not meet it.  Your goals need to be based on your abilities, desires, and talents.

L - Logical.

Does the goal make sense to you?  Is it important to you and to what you want to do with your life?  If it doesn't make logical sense, you'll never reach it.  

Source:  Getting There: A Curriculum for Moving People Into Employment by Marian Colette, Beverly Woliver, Mary Beth Bingman, and Juliet Merrifield
ACTIVITY 7:  My Future Goals 
Distribute the “Goals and Strategies” worksheet and ask students to select 3 goals from activities 4 and 5 that they really want to accomplish in their future life line.  Ask them “What would you have to do to accomplish this goal?” and “When do you want to have this goal accomplished?” Help them to identify and write the steps needed to accomplish the goals.

Place “My Future Goals” worksheet in student portfolios.

LESSON 4:  TIME MANAGEMENT
This section gives participants ideas about better use of their time and energy. It is important to discuss that what works for one person may not work for another.

ACTIVITY 1:  The Pie of Life
This activity asks students to inventory their lives to see how they actually spend their time.  This information can be used to raise some thought-provoking questions about how they live their lives.

Ask students to draw a large circle on a sheet of paper as you draw one on the board and say:
This circle represents the hours in a day.  We’re going to use this pie chart to show how we spend our time during a typical day.  Divide your circle into four quarters using dotted lines.  Each slice represents six hours.  Now, estimate how many 
hours or parts of an hour you spend on each of the following areas during a typical day.  Naturally, your answers will differ from one another.  How many hours do you spend:…

1)
On SLEEP?

2)
On SCHOOL?

3)
At WORK at a job that earns you money?

4)
With FRIENDS -- socializing, playing sports, etc?

5)
On HOMEWORK?

6)
ALONE -- playing, reading, watching TV?

7)
On CHORES around the house?

8)
With FAMILY, including meal times?

9)
On MISCELLANEOUS other pastimes?

Ask students to calculate the percentage of time they spend in each activity using the formula: 


(amount ÷ total) × 100 = percentage

Example: 
(4 hours ÷ 24 hours) × 100 = 16.66 %
Ask students to draw slices in their pies to represent the percent of the day they spend in each category.  Then discuss:

1)
Are you satisfied with the relative sizes of your slices?

2)
Ideally, how big would you want each slice to be?  Draw your ideal pie.

3)
Realistically, is there anything you can do to begin to change the size of some of your slices?

Place one or both “Pie of Life” writing activities in student portfolios.

Source: Adapted from Values Clarification by Simon, Howe, Kirschenbaum;, 1972

ACTIVITY 2:  Where Does the Time Go? / Time Schedule Chart
Begin this activity by asking students “What do you always do everyday?”  Continue with questions using “What do you usually, frequently, seldom, never do?” structure.

Continue the class discussion on the students’ use of time and ask the question, "Do you have time to do everything you want to do?" 

To manage time successfully, it important to spend some time planning.  Help students create a “priority management” plan to get tasks done.  Ask them to fill in the Time Schedule chart for the hours of the day in a typical week.  
1. First, ask them to identify and indicate the activities that they “always do” (time they wake up, personal hygiene, meals, class, work, church, TV, family activities, sleep, etc).  These are their first priorities.  
2. Then, ask them to review their charts to identify time they have available for activities that they “would like to do” such as exercising, studying, fun breaks, and relaxing activities.  By scheduling the activities on the Time Schedule, they become top priorities because time has been identified and allocated for conducting them.

3. After the Time Schedules are completed, ask the participants to form pairs and compare their time sheets.  Then, ask each person to identify something he/she would like to do, but doesn't usually make time for, and decide when to do it during the next week.  Pairs should check in with each other during the week.

Place the “Time Schedule” chart in student portfolios.
Source:  Getting There: A Curriculum for Moving People Into Employment by Marian Colette, Beverly Woliver, Mary Beth Bingman, and Juliet Merrifield
ACTIVITY 3:  Getting Organized
Make a class list of the techniques that you and the students use to manage time and get organized. The list could include using calendars and date books, making "To Do Lists", having special boxes or bags for different jobs, using reminders like refrigerator magnets, and more. Ask each person to try out one new idea for a week and report back to the group on how the technique worked.  

ACTIVITY 4:  To – Do Lists
Ask students to get with a partner and make a list of at least 7 to 10 things that each person wants or needs to get done over the next several days.  Ask them to prioritize the items by assigning SEQ CHAPTER \h \r 1 priorities.  A = Now; B= Can wait; C = Later.  Ask partners to discuss their lists.

ACTIVITY 5: Tips to Help Manage Procrastination
Procrastination for most people is a habit that has been formed by years of perfecting the process.  The truth is simple - we tend to avoid hard jobs in favor or the easy ones.  As a  “Think, Pair, Share” activity, ask students to individually write their personal “ SEQ CHAPTER \h \r 1Tips to help manage procrastination.  Then, ask them to “pair” with another person to write a composite of their suggestions, then ask them to “share” with another pair of students or the whole class.  For a conclusion, compose a class writing on “Tips to Help Manage Procrastination”

Ideas could include:

-
Set priorities.  Pick the most important project and focus on it.  

-
Break the task down into little pieces.  You don’t have to do the whole project at once.  There are separate small steps that you can take one at a time to begin.

-
Set up small, specific goals.  
-
Give yourself enough time to accomplish a task.
-
Take one small step at a time.  Concentrate on the step, then the next.
-
Start on the most difficult task first.
-
Reward yourself right away when you accomplish a small goal.

-
Use a time schedule.  Set aside specific time for what you’re trying to accomplish.

-
Be realistic about how much time you need.
-
Just get started!!  TODAY NOT TOMORROW!

LESSON 5: Exploring Career and Job Opportunities

Project-based learning and participatory research involve people in finding the answers to questions important in their own lives. The answers to the questions about the kinds of jobs that are available, pay rates and working conditions, opportunities for advancement, training and skill requirements will be different for every community. Finding the answers for themselves, rather than having someone give them the answers, gives participants important skills in accessing and using information, being critical about sources, and comparing information from different sources. All these are important skills in themselves, and valued by many employers today.

ACTIVITY 1: Beginning a Job List
The entire class brainstorms and creates a list of jobs they know people do in their community.  Encourage them to think broadly—bank presidents to baby sitters.  Try to focus not on specific businesses ("working at Hardees") but on jobs ("clerk at fast food restaurants").  This list will probably be very long.  Depending on time, groups could divide the list into categories (e.g. manufacturing jobs, food service, etc.); or by skill level, or other ways that interest them. Ask participants to look at the jobs on the list that are in the category in which they are most interested.  Each person should look over the list and decide on a small number of jobs they would like to know more about.  Group together people who are interested in the same or related jobs so that they can work together in later activities in this lesson.

Source:  Getting There: A Curriculum for Moving People Into Employment by Marian Colette, Beverly Woliver, Mary Beth Bingman, and Juliet Merrifield
ACTIVITY 2:  Career Questions to Research
Guide students through the PBL process:

1.
Generate questions to be researched

*
Ask students to individually write questions about the jobs and careers 
that interested them.   Write a master list of questions on the board 
as they report their questions 

*
Refine and prioritize into 4- 10 best questions
2.
Help the students design a project to answer the identified questions

*
Identify and chose inquiry methods, such as interviews, surveys, 
internet searches, library searches, field trips, guest speakers

*
Decide on a final product (booklet, brochure, newspaper, pamphlet, 
presentation, job fair, video, PowerPoint)

*
Decide on the audience


*
Create an action plan for completing the project by:




-mapping out goals and tasks




-establishing time line




-assigning roles




-starting the 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
Place “Career Question to Research” or other PBL documentation in student portfolios.
The following information is provided as a resource to help you:


Useful internet sites:

http://www.twc.state.tx.us/
Texas Workforce Commission

http://www.twc.state.tx.us/jobs/job.html
WorkIn Texas.com

http://online.onetcenter.org/
Occupation Information Network – O-NET on-line

http://www.cdr.state.tx.us/


Career Development Resources

http://www.dol.gov/
US Department of Labor

http://www.bls.gov/oco/home.htm
Occupation Outlook Handbook
http://www.utep.edu/border/inf.html
The Borderlands Encyclopedia

http://www.bic.state.tx.us/index.html
Borderlands Information Center

http://www.census.gov/
Census Bureau Homepage

http://www.elpasoinfo.com/
El Paso Info and Links

http://www.elpaso.org/
Greater El Paso Chamber of Commerce

http://texascenter.tamiu.edu/
Texas Center for Border and Economic and Enterprise Development

http://www.ajb.dni.us/
America’s Job Bank

http://www.careerbuilder.com/index.
Career Builder.com

http://www.truecareers.com/
True Careers.com
ACTIVITY 3:  Career Prospectus Worksheet
Ask students to use internet, print , and people resources to complete the Career Prospectus worksheet.

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.

Place the “Career Prospectus” worksheet in student portfolios.
ACTIVITY 4:  My Career Plan
Help students through the process of answering the questions on the My Career Plan worksheet by accessing internet, print, and people resources.  It is suggested that students follow the writing process of drafting, editing, and revising.  Ask them to discuss their "draft" versions, with a partner or in a small group and then make a good copy of the final version for their portfolios
Sample for 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:

What contacts I have or need to help me get more education/training or advance on the job:

Place “My Career Plan” worksheet in student portfolios.

Source:  Getting There: A Curriculum for Moving People Into Employment by Marian Colette, Beverly Woliver, Mary Beth Bingman, and Juliet Merrifield
ACTIVITY 5:  Making Connections for Jobs
As a class project, the class could conduct interviews with people who are knowledgeable about particular job areas. People to be interviewed might include a personnel officer from a particular company, a representative of the local employment office, or Chamber of Commerce. She/he could also be a worker who has held a variety of jobs, or someone who has worked in the same industry for a long time and knows it well. Either the teacher or class members could set up the connection by inviting the person to participate. 

Through such interviews, learners can find out about job opportunities, changes in employment in this sector over time, and the skill and training requirements for jobs. The interviewing could be done by a small group or pairs (and several small groups could interview different people). The interviews could be done in class or in the person's own office. Either way, use the PBL learning guide to plan the interviews in detail ahead of time in order to identify who to interview, what questions to ask, who will ask what, how the answers will be recorded, who will send the thank-you note, etc. 

Sample questions might include:

•  Where are the most job openings?

•  What skills do these jobs require? What training/qualifications are needed?

•  What are the wage levels, benefits — at entry, and with more experience?

•  What opportunities for advancement exist?

•  How will we know when companies are taking applications?

After the interview the group should report back to the class on what they have learned.
Place “Making Connections for Jobs” documentation in student portfolios.

Source:  Getting There: A Curriculum for Moving People Into Employment by Marian Colette, Beverly Woliver, Mary Beth Bingman, and Juliet Merrifield
LESSON 6: Job Search Methods
ACTIVITY 1:  Beliefs About How People Get Jobs
Discussion the question: "How do you think people get jobs?" Ask students to brainstorm a list of the factors that enable people to get jobs.  Record and save list.

Source:  Getting There: A Curriculum for Moving People Into Employment by Marian Colette, Beverly Woliver, Mary Beth Bingman, and Juliet Merrifield
ACTIVITY 2:  Survey on How People Get Jobs
How do people really get their jobs?  Distribute “Taking a Survey” forms (or design one to meet your needs.)  Ask participants to interview at least five people about how they got their jobs and to record the information. If the group is hesitant about interviewing, you may want to role play an interview.

Determine the questions to ask.  Students can ask questions like: 



“What is your job?



“What do you do in your job?”



“Where did you get your training?”



"How did you hear about it?" 



"Did you know the person who hired you?"  

Using the information from their interviews, ask the participants to report on the ways people got jobs.  Ask the students to write up their result and report them in class using the “majority of the people, most of the people, quite a few of the people, about half of the people, hardly any of the people, almost no one” framework.

Combine the information to make a list of all the ways people reported getting a job and note how many reported each. Compare this list with the list from Activity 1 and discuss any differences.
Discuss things from the list the students can use to help get a job, for instance, filing an application and then calling to check on it; or hearing about a position from an acquaintance.  Ask the class to discuss strategies that might work for them to find job leads.
Discuss this information cited in “Where to Find Job Leads" by J. Michael Farr, a JIST Works Publication.



ONLY 1/3 of JOB SEEKERS find jobs by traditional means:

— want ads

— sending out resumes

— filling out applications

— going to an employment office



2/3 OF JOB SEEKERS find jobs in nontraditional ways:

— through friends and relatives

— through acquaintances

— by walking right in and talking to someone in charge

— by looking through the yellow pages and calling businesses

— by going to small organizations and asking if they have positions open

— by using community services—like family resource centers, schools, community

     organizations and asking for referrals
Place “Taking a Survey” materials in student portfolios.

Source:  Getting There: A Curriculum for Moving People Into Employment by Marian Colette, Beverly Woliver, Mary Beth Bingman, and Juliet Merrifield
ACTIVITY 3:  Resume Basics
A resume is a written picture of what you have to offer a potential employer. It can include information on your education, jobs you have held, and your skills and interests.
Initiate a discussion on resumes using the following questions as guides:


1.
What are resumes?


2.
What are they used for?


3.
What information do they contain?


4.
Who writes them?


5.
Who reads them?


6.
When and where would you use a resume?


7.
Do resumes assist in obtaining employment?  Why or why not?

Discuss how resumes are summaries of job applicants' education, work experiences, achievements, and skills.  Their purpose is to organize relevant facts about a person in a written fashion.  They are formal introductions to a potential employer.  They should make a prospective employer interested enough to grant the job seeker an interview.  They should be short and easy to read.  They should contain enough information to tell a prospective employer:

-
What you can do

-
What you have done

-
What you know

-
What kind of job you would like

They should include:

•
Personal data such as name, address, telephone number(s) 

•
Employment history

•
Educational background including diplomas, degrees, or certificates

•
List of references

Other options include statement of job objective, volunteer work, language skills, memberships, academic honors, or hobbies.  They can list employment history in reverse order of time (chronological), or they can emphasize skill rather than specific jobs held (functional).

Distribute the "Action Words" handout and review each of the verbs. Ask the students to write 10 short, clear sentences using the verbs to describe their experiences.
ACTIVITY 4:  Employment Skills
Review the “Employment Skills” handouts provided on pages 42-45 of the VESL curriculum.  Ask the students to write personal “My Employment Skills” descriptions summarizing their work history and the employment skills they used in any previous employment or volunteer activity.  For each job or activity ask them to identify:

•
the employer

•
month and year when they began the job

•
month and year when they left the job

•
list exactly the employment skills they did at the job

•
list their accomplishments on the job

•
list equipment used

•
list the training they received

Let the students have plenty of time for this activity.  Encourage them to provide as much information as they can, even if they think the information is not important.  They will have the opportunity to sort it out when they write their resumes.

Place “My Employment Skills” writing in student portfolio.
Source:VESL – Vocational English as a Second Language Courses A & B Curriculum Guide by Stephanie Sommers
ACTIVITY 5:  Reviewing Sample Resumes
A standard resume is done in chronological format; however, for people with limited work experience, a “functional format” resume which lists competencies that are relevant to a job (rather than work history) may be appropriate.  Use the sample resumes from the Getting There and the VESL curricula to demonstrate the formats.  These include resumes for Mary Jones, Elizabeth Myers, Susan K. Ketterman, Jean Lound, Maxine Baldinski, and Thomas Greer.  Ask students to report on the different kinds of skills, formats, similarities, and differences they find in the resumes. 

ACTIVITY 6:  Writing a Resumes
Encourage students, individually or in pairs or groups, to conduct an internet search on writing resumes.  Ask them to report their findings to the class.  Let them use the information they find to help them write personal résumés using a word processing program.  This could be organized as a PBL activity

Place Resumes in student portfolios.

ACTIVITY 7:  Completing Job Application Forms
Applying for a job frequently means being asked to fill out an application form. Help the students realize that while most job seekers find filling out applications to be mundane and uninteresting, the applications are used by employers to obtain information.  It is usually the first step of the hiring process.  Applications create an image of the job seeker so care should be taken to complete them neatly and accurately.  

Students should be given opportunities to practice filling out applications.  In addition to the applications you can locate, ask students to bring in various job applications to complete in class.  Try to locate a variety of forms.  Discuss the commonalities of the forms.  
Discuss some of these helpful hints to successfully completing an application:
COMPLETING APPLICATION FORMS

1.
Record all relevant information on index cards to take with you to fill-out application forms “on-site”.  Include your Social Security number, names, titles, and addresses of former employers or references; dates: phone numbers, fax numbers, and email addresses, etc. so that the information you provide is accurate, up-to-date, and spelled correctly.  Many employers use the job application as a “literacy test” to assess the applicant’s writing skills. 

2.
Read the whole application before you start to fill it out.
3.
Complete every blank. If the item does not apply to you, fill in N/A for "not applicable".
4.
Print or type the application. Use pen and write neatly.
5.
An arrest is not a conviction. You need not mention an arrest.
6.
Check the form when you finish to make sure it is both complete and accurate.

Discuss the process of selecting people to list as "references" on job applications and resumes.  References are used to give possible employers information about the job seeker's background and experiences.  They can be former employers, instructors, neighbors, or people who know them well enough to recommend them to an employer.  It is a good idea to always check with the people who are used as references before giving their names to employers.  It is also important to have their current names, addresses, titles, and phone numbers.
Source:  Getting There: A Curriculum for Moving People Into Employment by Marian Colette, Beverly Woliver, Mary Beth Bingman, and Juliet Merrifield
ACTIVITY 8:  Summary Cards
Ask students to make a list of as many adjectives as they can think of to describe a "good" worker, such as "efficient", "competent", "cooperative".  Then encourage them to expand their list by looking in a thesaurus.  Let them compile a master list for their Personal Dictionaries.

Give the students index cards and ask them to write their name and telephone number(s) at the top of the card.  Then ask them to write the words Position Desired: on the left hand side of the card and then write their responses.  Ask them to write the word Skills: underneath Position Desired and to list all of their skills and experiences.  Then ask them to write 3 adjectives that describe them at the bottom of the card.  These cards summarize the essential personal information needed for completing applications and resumes or they can be duplicated and given out to people.
Source:  The Work Book by J. Michael Farr.: McKnight Publishing Company, Bloomington 1983.
	Eva L. Garcia


(915) 321-4326

	Position Desired


Child Care Worker

	Skills:
4 years experience working in day care centers.  Enjoy educational and recreational activities.  Have good communication skills.  Have completed emergency care workshop for child care workers.  Have provided care for children of all ages.  Willing to learn and a hard worker.

	Reliable, Pleasant, Dependable


Place “Summary Card” in student portfolios.

ACTIVITY 9:  Successful Job Interviews
An interview is a structured conversation between an employer and a potential employee. Job candidates will be called for an interview if they are being considered for a job. The interview might be conducted by the manager, a personnel director, supervisor, or even a group of staff members serving on an interview committee. This can be a tense time for the person being interviewed. Learning the “do's and don'ts” of interviewing and practicing before-hand are the best ways to have a successful interview.

Discuss with students their experiences with job interviews.  Have participants brainstorm and list their own "do's and don'ts" for job interviewing.  Compare their list to the following list provided in the “Getting There” curriculum.
Do's of Interviewing

•
Dress appropriately: neat, clean, conservative

•
Be prepared with questions you need to ask and important items you need to cover

•
Know something about the job you're trying to get and about the company you want


to work for

•
Maintain eye contact

•
Show that you are listening and interested in what the person is saying

•
Come prepared to fill out an application, and with a copy of your resume 

•
Show a positive attitude; be enthusiastic about succeeding

Don'ts of Interviewing

•
Go overdressed or shabbily dressed—for males, earrings and long hair may not be


appropriate; for females, short, revealing outfits may not be appropriate
•
Go unprepared about what the company does or what job you are interviewing for

•
Chew gum, smoke, or fidget

•
Be late

•
Chit-chat

•
Bring anyone along

•
Bad-mouth or reveal confidential information about your previous employer(s) 
•
Leave necessary information at home like references, names and addresses of former 
employers

•
Be so scared that you forget to ask your own questions

•
Brag and name drop
ACTIVITY 10:  Practicing for Successful Job Interviews
Practice with job interviewing skills is very useful, particularly with people who have limited experience in the work world.  Interviews work best if the job applicants are well prepared through planning and practicing.  Job interview techniques can be organized as a PBL activity.  Students can generate questions regarding job interviews and design a class project to address the issues.  Mock interviews could be videotaped and critiqued by the class members.  

Common questions interviewers ask:

•  Why are you interested in this job?

•  Tell me something about your previous work experience.

•  How did you hear about this opening?

•  What shift are you applying for? Are you willing to work other shifts?

•  I see that you have been unemployed for a number of years, could you tell me about that?

•  What do you have to contribute to the company?

•  Have you made arrangements for transportation and child care?

•  Do you have any handicaps that we should know about?

•  How long can we expect you to work here?

•  How well do you feel you get along with people?

Common questions the interviewees ask:

•  When would this job start?

•  Are there certain dress codes?

•  What are my benefits?

•  When will I get paid?

•  What hours will I work? Day or night shift?

•  Is there room for promotion?

•  What training will I need?

•  How long do I need to work before I can apply for training or a promotion?

At a minimum, have participants pair off and practice interviewing for the jobs they have identified in the activities above.

Place “Practicing for Successful Job Interviews” documentation in student portfolios.

Source:  Getting There: A Curriculum for Moving People Into Employment by Marian Colette, Beverly Woliver, Mary Beth Bingman, and Juliet Merrifield
INTEGRATING VOCABULARY BUILDING DURING ROLE PLAYS

One prominent feature of VESL curriculum is its use of role-plays to dramatize problems and solutions concerning work situations.  In order to generate the vocabulary students will need to make these role-plays work, use some of the following techniques: 

*
Put students into (similar first language) pairs to do a writing dialogue in their first 
language. 

*
Have students assign themselves different parts in a particular interaction. 


On one sheet of paper, have one student write down the name of their character, a 
colon, and then the first sentence(s) of the imagined interaction in the first language. 

*
Have the first student pass the sheet to the partner for their response in their first 
language. 

*
Have the sheet go back and forth until a full dialogue has been written. 

*
Next, have students look over their dialogues and circle those key words they want to 
learn. 

*
Have student use dictionaries to translate the dialogue into English. 

*
Have students read their dialogues dramatically in class. 

*
Ask for words students want to learn and list them on the board. 

*
Have students tell you the definition or the word in their first language if the whole class 
shares the same first language. 

*
Put the words and their definitions/translations on separate cards and play a game of 
concentration. 

*
Have students collect these words in their notebooks. 

*
Give quizzes on these words when appropriate.

Source: VESL – Vocational English as a Second Language Courses A & B Curriculum Guide by Stephanie Sommers
ACTIVITY 11:  Writing a Cover Letter
Discuss what needs to happen in a cover letter.  Write student suggestions on the board.  Distribute copies of pages 48 – 50 of the VESL curriculum titled “Writing a Cover Letter”, “Example” and ”Practice”.  Use the worksheets to guide the students through the process of writing cover letters.  Have them develop personal cover letters using a word processing program for their portfolios.

Place “Cover Letter” in student portfolios.
Source:  VESL – Vocational English as a Second Language Courses A & B Curriculum Guide by Stephanie Sommers
Career Questions To Research Example


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?


	Do the community college, technical schools, special training centers, workforce 	centers, or 4 year colleges in the community train 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?
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