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INTRODUCTION

Career Skills Educ

material that will
the resource alone

Survey after survey of business and industry representatives reveal that employers are
looking for qualities such as a positive attitude, team work ability, good communication
skills, leadership skills, and good work ethics and habits. Unfortunately, many students
get technical and academic training without ever learning the vital career skills that will
help them get a job and keep a job.

students with an

confident,

This r Skills Education Program iI resource designed to prov

awars er s |
infor. p
Because the resource is primarily activity|dfiyen, students canfgain experience and

dge VO i : g i

€S0 students i C\Ell S .

experiences to their future life requirements, expectations, and successes.

This resource can help your students get the most of their education whether they
are coming to you directly from high school or coming back for retraining from the
work force.

PROGRAM NOTES:

To purchuse-the foll-version, visit

Persona
»  Communication dhd ”[Q(leylo
wwiLskillSusa.org/store/
»  Professional Growth
»  Portfolio Development
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Each unit has two focus points: reading and writing. The assignments may require the
student to read appropriate sections, research information, conduct interviews and visit
employment sites to lead to completed written assignments. _

A

I
Each unit introduces students to the topic and its im . Each introduction
relates the unit to student experiences and their need to kr-s capture their

interests and focus their attention on a speciﬁm;_

The obijéctive identified i . s what the student
will be to do after succe:

Assignments will

interviews, visits to employment work sites, as wi ions. These

assignments may be enhanced by allowing students to work in teams replicating today’s
high performance workplace.

It is suggested that all assignments be turned in electronically to enhance students’ skills
in the use of computers and to stress the importance of technology in today’s workplace.

Sample only.
Do not distribute.

To purchase the full version, visit
www.skillsusa.org/store/
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PERSONAL GROWTH A

Identify the Need for ge_bﬁorning

ow_quickly jobs d opportunities arise,
2 nge ays to be op: lifelong learning.
MATERIALS REQUIRED:

Writing board, Student Activity Sheets

LESSON OBJECTI
Learne i

realize how

STUDENT ACTIVITIES:
»  Have students brainstorm case scenatio
»  Ask students to create a “learning attitude” goal
»  Have students consider the need for life-long learning in careers

4 s‘tudents examine growing oIpations I
ample only.

A4

PROCEDURE:

Introduce this topic by telling a story similagto this . . . o
Do.not. disiribute.

He liked the job inifially because he was always infrigued with automobiles but it was becoming a
drag. It seemed there was little opportunity for advancement. Additionally, because the business had
fallen off considerably due fo active competition on the VWeb, he feared that the job might not last
much longer. One day Otto decided to confide in the store’s manager Juanita. He and Juanita were
good friends and she suggested that he quit “hustling car parts” and find something that would help

him move ahead.

What would you suggest that Otto do to move ahead? Ask students to brainstorm for

suggestions. Ask students to regerd their ansyvers ctivity Sheet 1. Thg rules of ° °
To purchesethe full-version; visit
own ty no gyback on another

; the more creative the better, quanti quality, and pig
idea. When the in utﬁﬂiithe number of suggestions that inclide ?ttin additional
WIWRLBRINISUSE 8Ty sT67E

In today’s world we can be certain that jobs and opportunities will change. No one can
predict with any certainty what we will be doing in three years. And, an element of
chance exists. So, setting long term goals and planning short term goals to attain them
may require some flexibility. Being flexible and dealing with chance will require staying
ahead of obsolescence, training in new technologies, and developing desirable work
habits and personal characteristics.

SkillsUSA Career Skills Education Program 27



QUESTIONS TO ASK:
Ask students to give examples of how they have witnessed (-e in an
environment with which they are familiar or t

have had a
certain routine learned, only to discover the proce .

» How did it feel?

» How ope?
o
PROCEDUR T
The mest imp and ¢ 2 ope with these cha develop a
“learni i ) nities t vance r_present ®

» If you have a chance to watch a new process, pay close attention to the steps.

Ask questions and take notes if necessary. Supervisors appreciate enthusiastic
employees who are willing to learn.

» Be alert to other things that go on in the company, other products the company
develops, other branches, etc. Learning more about the company you work for
will give you a better idea as to how you fit into it.

Often, training is

» Be open to any training that management expects you to atte
o not becaus or r ability_is inferior but because/you may be
sample on

» I ar It , ti r exa , k prove se skills

because the next advancement mig

ht require strengths in your weak area.
» Regular reading, even nly for sl

eriods of time &n ake you a better
o-nor:aisiribute
siness pe nd'trade magazi pyou n t o
and new developments. (Russon & Wallace. 1989)

SUMMARY:
All of these strategies will help you to realize that being an effective and productive
citizen in today’s world of rapid change, requires a learning attitude and a commitment
to lifelong learning. Ask students to write one thing they intend to do to develop a
learning attitude. Students should complete Student Activity Sheet 2.
(Personality Development for Work, Russon & Wallace,1989, Southwestern Publishing,
Cincinn

To puFchdse the full version, visit

wrnesicitlsmeerorg/store/

ADDITIONAL ACTIVITIES:
Activities 3 and 4 are provided for additional student learning in the area of lifelong

learning needs. These activities ask students to research fast-growth occupations.

28 SkillsUSA Career Skills Education Program



[ stupent activity [l

—
Identify the Need for Lifelong Learning f |
|

A
Brainstorm suggestions that would help Otto to move Windividuqlly orina

small group as your instructor recommends.
Record your idea
another’s

a he_be k on@hother's
ideas. When the input |ogs tally the number of suggestions that include getting additional

The rules of Brains

suggest n,

fraining or learning new skills.

p—
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[ stupent activity [E]

Identify the Need for Lifelong Learning

——
Write one thing you infend to do to develop a Iearnin“mm ist steps fo compete to

Occomijieopme:11 | QN
wlallel 1N
NAINTTIO U A

Sample only.
Do not distribute.

To purchase the full version, visit
www.skillsusa.org/store/
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[ stupent activity ||

A
Identify the Need for Lifelong Learning_ f
—
Contact someone who you know has worked for at least:10-years in your intended employment
field. Ask that person to describe the technologiﬁvoncements he/she has witnessed over
that time
financing, record

cﬂenti%t anagement,

nagement, s necessary to keep

up with ges. leave out any

details.

Write a short essay (1-2 pages) on the changes your contact has seen.

Sample only.
Do not distribute.

To purchase the full version, visit
www.skillsusa.org/store/
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[ stupent activity [

) |
Identify the Need for Lifelong Learning f
—
Go to the Web address www.acinet.org/acinet/select ion.asp?stfips=

undefined&next=occ_rep or careervoyages.gov and research the fastest growing occupations

by clicki ink "fasbt 9 ". You istin topa50. Determine how
h a Bachelor’s Degree (or more).
®

many of those require only moderate on-the-job
Y 9 Y I
Read information about that job and determine possible earnings in your siate.

Sample-only.
o not distribute.

What characteristics will you need to develop?

Select ane occ

Occupation researched:

Click on the “detailed trends” link and complete a search of another occupation that

may appeal fo you. What are the projected employment opportunities in that field?
]

To purchase the full version, visit
www.skillsusa.org/store/

Surf the Web Site for information that might lead you to information about new jobs
that are not now in existence. What did you discover?

32 SkillsUSA Career Skills Education Program



[ stupent activity ||

—
Identify the Need for Lifelong Learning f
y

_
Write a 3-5 page paper that researches employment t i d occupational
area. You are to consider: projected growth in tHe !leid cvercge income, entry level

ployment trends
: azines) newspapers, : semet, or
efen ®

Sample only.
Do not distribute.

To purchase the full version, visit
www.skillsusa.org/store/
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COMMUNICATION & TECHNOLOGY )

Identify Characteris’rllc:w

to Work in a Team Environment

1 p%ﬁl wor;I: in tea;ns an&entify @e

characteristics of effective team members.

LESSON OBIJE
Learners will

MATERIALS REQUIRED:
»  Activity 1: Nine 2” — 3” foam balls and a watch.
¥ Activity 2: One hula hoop for every 6 people.

STUDENT ACTIVITIES:

4 dents to research the key traits of successful work teams
SO0MPIe " ONiY.
' o
Wi

»  Have students communicate with team members via the Internet w orking on

Do not distribute.

Discuss with the audience the importance of teamwork. Give examples, such as playing
sports, doing large projects, etc.

QUESTIONS TO ASK:
»  Have participants consider why teamwork is often better than individualism.

Why is teamwork so important?
PROCEDURE CONTINUED.
Tell the participants that you will be leading them ugh an exercise d@t will assist e o
T the: tull-version.. visit
o puc:(KeG1 € §ﬁin‘;o to shoulder around the toom. Tell t fhe Is'
objective is to pass th Is around the group so that everyofie touches all three
WA MBS 16l b S LS Gl E GRS T OKE
person in the circle touches the third ball.

Say, “go.” Record the number of people in the group and the time it took to pass the
three balls. If you want, you can let them do it again to see if they might do it a bit faster.

SkillsUSA Career Skills Education Program 137



Now split the large group into three smaller groups. Give each group a set of three balls.
As before, tell them that the objective is to pass the three ba
everyone touches all three balls in order. You wi

e group so that
and they are to
yell stop when the last person in the circle touche

Say,

“go,” he nu@ f-people in rou ime it took to pass the
three balls. If you want, you them do it again ee if they 'might do it a bit
faster. 1l this time

QUESTION : ®

Now ask the students a series of questions:

» How many people were in the group the first time we passed the balls? (How
many ever people are there.)

» What was the objective of the group? (To pass the three balls around the group so
that everyone touches all three balls in order.)

» How many balls did the group pass? (3)

mal

» How long did it take the group tolass the balls? (time recorded)

we_split i r s, ho an re in each
gro f firs é
wa e} e of t ime? ( ass th e S und the

group so that everyone touches all_three balls in order.)

» How many balls did e group _pass? (3) ®

a-iot-distr

4 wever, h any s were actua e'room b
PROCEDURE CONTINUED:

Now explain, the reason we have teamwork is to increase productivity and to decrease

c gro

the time it takes to do the work. By using teamwork, we were able to pass 9 balls
instead of three and were able to do it in much less time. One person, by himself or
herself, would not be able to do that. Tell the students they will now be doing an
activity that illustrates the roles that are a part of effective teams.

To pUkihtise the.full version, visit

»  Why are these n«ﬁﬂ'}lfir the team to be effective?
vww.skillsusa.org/store/
Have the students into groups of 6-8 people. Have each group stand in a circle as
before. Have each person stick out both hands with their index fingers pointing straight
out and their thumbs up. Place the hula hoop on their extended fingers. Have them set
the hula hoop about shoulder high.

138 SkillsUSA Career Skills Education Program



Tell the group that their mission is to lower the hula }-Mwever, to do

I
s0, they must follow some certain rules. They can’t Wraﬁ their_fingers around

the hoop; it must rest on the index finger only. members’ fingers is
not touching the hoop, they must raise it back to s 1t over. Say, “go”.

will have difficulty lowering the hoop without someone letting go.

QUESITONS TO ASK:
»  Why was it so hard to lower the hoop?
»  What happened that got you to begin lowering the hoop?
»  Why was that important?

SUMMA
G @“‘@ﬂ §
work crease productivi ducing the
time it takes to do the work. Furtherm every team must ha captain or leader,

someone that takes Charg hat perso s ns to h embe ile leadin

supp nd res

ADDITIONAL SUPPORT:
For additional information and/or lesson plans see:
www.staffs.ac.uk/keyskills /withothers/students/
http://moodle.com

ie.,

To purchase the full version, visit
www.skillsusa.org/store/
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[ stupent activity [l

Identify Characteristics Needed to Work in‘a Team !nvuronment

Develop a 2-3 page paper outlining the key traits“ofsuccessfu h online using such

", "effective teams”, “teamwork”, gte.

QAT QA
OKHTSU

VN . LB BBV

®
N

3
v

Sre these fraits for different typesI teams. Do similar fraits oppei@r sports teams as

f S

ample only.
I [

O nort aist

D

Of the traits you identified, which seem to be the most critical?

140 SkillsUSA Career Skills Education Program



[ stupent activity B}

Identify Characteristics Needed to Work in‘a Team !nvuronment

Get into groups of 4. As a team, identify a group'pruf!c! !o Ee-y the end of the
semester. As a team, complete each of the Following: y

Once the project is complete, answer the following questions.

Was the team able to complete its assignmente What factors affected your team’s success?
y A
o

Do.not distribute.

team? What fraits do you feel your team needed work on?

To purchase the full version, visit

What would you have dgne differently?

www.skillsusa.org/store/
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[ stupent activity [

Identify Characteristics Needed to Work in‘a Team !nvuronment

Get into groups of 4. As a team, identify a group'pﬂ!cm-y the end of the
semester. As a team, complete each of the Followmg y

m |eo<b

m mission.

enfify a

v v v v v

NOTE: There is one condition. The team may not meet in person. All work and decisions are to
be made and conveyed through email and the Internet.

How did only meeting via electronic communication affect your team's effectiveness?

To purchéseé the TGl vérsion, visit
usa.org/s

y

- v'
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CAREER FOCUS A

Prepare for Potential ==

. A
Employer Interviews
OBJECfi]\-II;’: | lectur 1 ervie ];aratil:the s?’i%now W to

adequately prepare for a successful jo erview.

MATERIALS REQUIRED:
Computer, PowerPoint presentation and LCD projector, screen

STUDENT ACTIVITIES:
»  Brainstorm a list of critical skills needed for the potential employer interview.

4 a job interview checklist.

4 C S job i i eckli } '

» 1 .
OCEDURE:

[ [
o not-distribute
Following the introduction, start the powerpoint slide presentation expanding the
presentation by discussing each of the slides with the class. Ask the students what the

information listed on the slides means to them. Clarify any concepts the students may
not understand.

At the conclusion of the slide presentation, hand out the “45 Commonly Asked
Questions” sheet and have students read through all the questions by themselves. Once
they have had the time to digest the questions, give them a few minutes to formulate

answers to the questions. Have them pair up with ther student and ask each other o o
an a gi i i they t
To purchase the-full version: visi
to think about and ccﬁo’ell‘rr answers.
www; sKillsUsa.orqg/store/
t

Have students take the sheet home and completely answer he questions and
rehearse the answers. The question sheet can be used again during a “mock interview”
role-play at a later date.

SkillsUSA Career Skills Education Program 217



Slide 1 - Pre-Interview Checklist y

Make your motto “Be prepared” _

So. . .before the interview. . . —-_
_—

Slide 2 - Research the organization

skS\ .

» Mode of dress expected in the job you seek
» Talk with people who work there, if possible

Slide 3 - Gather materials you may need
» Extra copies of your résumé

»  Samples of your work

» Professional portfolio

Sample-only.

» Do some positive self-talk
Py

» Practice speaking with idence_a oursel ®
d-pa-aistribute
4 actice telling s ne you are the O b! ‘

» Rehearse! Rehearse! Rehearse!

Slide 5 - Expect to encounter

» Interviewers with different personalities and techniques
» Application forms to fill out

» Many questions

» Possible written and/or skill tests

To putcli&ag&the full version, visit

» Review your sho

skifisusa.org/store/

» Review you? n
» Review your KSA’s, knowledge, skills and abilities

218 SkillsUSA Career Skills Education Program



Slide 7 - Prepare to dress appropriately y

» Obtain any necessary clothing required if yoﬁnot alr. in your
wardrobe AND make sure it fits —__

» Dress neatly and conservatively y

» Professionally for the job you are seeking, *based on your organizational research

» Che
Get

sonal w
haircut, if needed
» Fing uld-be Ttri A
Slide 8 ti ntervie few'mi rl better! ®

QUESTIONS TO ASK:
» How many of you have ever had a job interview?
» Did you get the job?
» If not, did you take the time to reflect on why you were not hired?
» Did any of you ever come out of that interview feeling like you were just beaten up?

» Did you ever come out saying to yeurself, “Boy, I was not prepated to answer most
i sm ” O é reacb@l“%e I really
4 ave been be repareds ®
MARY: ® ®
ate th ing'and importance of all"i on the slid e ! i

the students have any they would like to see added to the pre-interview list of things

to know and do.

ADDITIONAL SUPPORT:
» Information Sheet #1: Pre-interview Checklist
» Information Sheet #2: 45 Commonly Asked Questions You Could Expect
During an Interview
How to prepare for interviewing; how to research employers.

To pﬁlﬁﬁhﬁg’é‘fiﬁlﬁﬁﬁﬁlll version, visit

http:/ /careerjournal.com /‘ nting/interviewing/19981 008-for|ey?rl
\A’ \WIN i th e , /
ttp://caree ;ﬁng.u u .colmﬁltg/mso 9!:9 nsm re

SkillsUSA Career Skills Education Program 219



[ inFormartioN sHeeT Kl

Prepare for potential employer interviews

Pre-Interview Checklist — _

Make your motto “Be prepared” y
Before the interview:

» Human resource office or exact location of interview

» Products it manufactures/sells or services it offers
»  Mode of dress expected in the job you seek
» Talk with people who work there, if possible

Gather materials you may need

»  Extra copies of your résumé I

»  Samples o

} Pr : ’ e Q n ‘

» Listo references or individuals who can attest to the quality of your wor
B tribute
actice s %n ence a l S ‘

» Practice relchng your skills with confidence

» Practice telling someone you are the best one for the job!
» Rehearse! Rehearse! Rehearse!

Expect to encounter

» Interviewers with different personalities and techniques
»  Application forms to fill out

»  Many questions

To pur¢htise'the full version, visit

Organize your thought

wierw:skeittsusa.org/store/

» Review your gocls

> Review your needs

» Review your KSA's, knowledge, skills and abilities
» Prepare to dress appropriately

220 SkillsUSA Career Skills Education Program



make sure it fits

»  Obtain any necessary clothing required if you do not alréady have || in your wardrobe AND
A

Professionally for the job you are seeking, *bused o research

Neatly and conservatively —

Check your personal hygiene

i eeded‘
i do |ean
S I Afe i is even better!

v v v v v

Sample only.
Do not distribute.

To purchase the full version, visit
www.skillsusa.org/store/
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[ stupent activity [l

sful

A
A
smm-ied for succes

iews/
A

skills below.

rainstorm a list of critical skill

small group, b
interviewing. List these

Prepare for potential employer interv

9P

U

ﬂl

—

LD

iy VISI
/

Q
-
0
= =
w2
()
> 2
= 0
- 3
O 2
= A
T

P~
A

Urcnd
WWW.SK

Guide
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[ iNFormATION sHeeT [EY]

Prepare for potential employer interviews/

45 Commonly Asked Questions You Could ExpectDuring an In

Tell me about yourself.

Why 'do b wanf®
kills d ink
Whap/qualifi

Why do you want to work for me?

How did you learn about us?
How many other companies have you approached?

What do you like and dislike about your present or last job?2

O o NOOo O~ LN

hy are you leaving your job?

fi ing?0 'cI
I f . o
ow did thaf job prepargyou for fhe job you are now seeking®
12. Did you ever have a disagreementwillyour bossg VWhy2 @Vhy not?
-pof-distribute
®

14. Which course did you like the beste Leaste Why?

U
o

15. Did you join any school activitiese VWhy2 Why note

16. Are you good at math? What types of math can you do comfortably?
17. What were your grades in English@

18. In school, did you wait until the last day fo start your ferm papers?

What do you do fo relax after work?

To purchase-the-full-version, visit
21. What salary de yo ct fo be earning five years from now?
www.skillsusa.org/store/

23. In your lifetime, what was your greatest accomplishmente Why?2

24. What was your greatest failure?

Skills USA Career Skills Education Program 223



25. What was your worst disappointmente y

26. At what age would you like fo refire? y

27. Do you have a criminal hisfory that may possi“Mling any

possible job duties?

e any fékervations about participating in fandom mardatory drug and
Y p parng ry drug

tk or s¢hool have you missede VWhy?2

®

ow many fimes were you latec

28

31. Are you at your best when working with a group or working alone?
32. Would you rather be in charge of a project or work as part of a team?

33. As a youngster, did you ever do anything to eamn spending money such as babysitting or
passing newspapers?

hat would you do if a superv's[d you to do something nowId another supervisor

ample only.
Do ek distribute.

38. Would you have any problems dealing with a supervisor who was a woman,
a minority or handicapped?

39. What salary are you looking fore

40. In your last job, did you work any overtime2 Would you work overtime if the opportunity
presented itself here?

41. Would you consider a job in sales2 Why?2 VWhy note

42. Have you ever been firedgfrom a job? Mvhye ° e o
To purc ase.fhe. full.version, visit
44, Can you think

www. sKIHSUSE. 6FY/$T6Fe/

45. Do you have any questions for me?

224 SKILLS USA College Resource Guide



[ stupent activity B}

Prepare for potential employer interviews

Using Information Sheet #1, create your own iobmw

c'lmnin A“i\l
‘“lllrlc vlll_,.
Do not distribute.

To purchase the full version, visit
www.skillsusa.org/store/
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[ stupent activity [

Prepare for potential employer mterwews_

Choose a minimum of three topics found on your#l!'l'd'ln!erwe

Information Sheet #2. Research suggested ways to an answer thes

rom your
e topics and be prepared to
share your findings either orally or in writing.

SkallsUSA .

Sample only.
Do not distribute.

To purchase the full version, visit
www.skillsusa.org/store/
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CAREER FOCUS A

Demonstrate Effective— =
Interviewing Skills —"
o

OBJECTIVE:
Given a
demonstrate t n appropriate

and inap 1 emember

when in the interview, participate in a mock interview, and identify post interview follow

up procedures.

MATERIALS REQUIRED:

(for the teacher) Computer, PowerPoint presentation, LCD projector, screen,

(for the student) Completed job application, “45 Questions an Employer May Ask”
ion Sheet from prior lesson plam. (see page 223)

STUDENT n l
»  Distinguis etween appropriate and mapproprlate interview behavi
»  List common reasons why some a 1<a1ts do not get th(a
iSCUSS iti
Da-rot-diciribute
’ mocC .

ractice interview:

» Arrange for a mock interview with a local employer.

PROCEDURE:
Prepare a PowerPoint presentation using the information provided in this lesson, a flip
chart or a whiteboard. Following the introduction, start the PowerPoint presentation
expanding the presentation by discussing each of the slides with the class. Follow the
slides with a role-play of a “mock” interview. You can use the list of interview questions
found in the previous lesson (see page 223). Clarlii any concepts the stu.dents may not

To ptﬂ‘thse the full version, visit
wawrnas leillsusenoralstore /

them of the previous lessons and the esson they just v1ewe interviewing skills.
Now, have fun with the role-plays, students usually enjoy these. Allow each student to
play the part of the interviewer and potential employee. Follow up each role-play by
debriefing and discussing. Use the activity sheets in class or as take home assignments.

SkillsUSA Career Skills Education Program 229
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PROFESSIONAL GROWTH

Manage Change Co

he studen able to describe changes
e might adjus to Change

OBJECTIVE
After s

that might o

MATERIALS REQUIRED:
»  Computers with Internet access
»  Paper and pencils
»  Flip chart
»  Markers
»  Student Activity worksheets

with Change

D Ask students to reseaand descr .e concept of thef@hange curve.
& NO b te.

Prior to class, move the seating in the classroom Gf p0551ble). If not, in some way make
a noticeable change in the classroom environment. Begin by asking what is different
about the environment and how it made them feel. Continue by discussing the concept
of change.

Discuss with the students Activity #1. Have a student list on a flip chart changes that have
been observed in the workplace (cumulative list of all of the students’ activity pages).
Circle the top three changes that have been observed in the workplace based on

To purchase the full version,, visit

iscuss wi be done as a mework assignment.
es e S;tgk;ili Cgm 1 support. ti E ? S
WS liH s E B g sraE
Discuss with the students Activity #3. This activity is designed to further explore the concept
of the change curve. Several Web Sites are listed on the activity page to access this

information. Based on students’ responses to Student Activity #1, on what stage of the
change curve do the students feel they are currently?

SkillsUSA Career Skills Education Program 289



QUESTIONS TO ASK: _
Using small groups, possible questions to ask to students: _
» How have you seen others respond to Changﬁh_
» How might you respond to change? __
»  What strategles have you used in the past?
i u respond in the future?
job?

» What educational opportunities exist in the coming Changes?

»  What is the meaning of changes in societal attitudes in your life?

»  What jobs are going to be in high demand in five years time and what educational
needs do I have in order to be ready for high paying jobs of the future?

SUMMARY:
Change is inevitable and constant. Ourgesponse to change is an op rtumty for growth
{ also be_di productive

Va1lable in &tter

both [person: i
if bei e viewed
negat . a

coping w1th change

an distribute.

» Barbara Taylor believes that different personality styles cope with change in various

ways. Students can review the Web Site and its content and do a self-assessment of
which personality style they believe they are. www.winstonbrill.com

» The Institute for Management Excellence hosts an online newsletter designed to assist
individuals with coping with change. www.itstime.com

» Suzy Allegra gives practical information about learning to confidently cope with
change. www.theblendmagazine.com

» Invite a business and industry professional as guest speaker on the subject of change.

To uﬁﬂiﬁﬁé; the-full:varsion, visit
www.skillsusa.org/store/
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[ stupent activity [l

Manage Change Constructively A
A

Think about jobs you have held or a job you currenﬁy'hF_
A

What changes did you observ

11 T 7O\
HsUSA

o
.

—

®

o

-
o
=
(o]
=ije
o
v
e
-
O

Why do you think that employees reacted in the manner that they did®

B | | o

To purcha

Skills USA Career Skills Education Program 291



[ stupent activity B}

Manage Change Constructively A
Search the Web for sites that offer tips and mforan_hange

URL of site reviewed:

SkallsUSA

URL of site reviewed:

Sample only.
Do no

Reflection: | am currently faced with this change in the workplace

To purchase the fuii version, visit
How mlﬁhtluse rhg. rmoiilge revie bette c i‘vgh/g re/
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[ stupent activity B}

A
A. Using the Website located at www.bcg.com,ﬂnu*yzem.
The change curve is a kind of map of the tﬂ_ge and a guide to coping

Manage Change Constructively

with change.
o
What are the five phases of the change curv
o) I IS ), _
AN/ ALXE B BN NS A B®
Phase Two:
Phase Three:
Phase Four:
Phase Five: -

I ||
B. Anoiier me;!od o' descn!ln e change curve is using |our phosesltMe.
information given at www.hrdq.com/ *cts/mastchangecuse
s

Dad not-aistrilsute.

Phase One:

Phase Two:
Phase Three:

Phase Four:

To purchase the full version, visit
C. How do the two medelsfifytogethere In what ways are they similar
www:slesttsusd.org/ store/
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EMPLOYMENT PORTFOLIO A

Provide an Introduction™ .

to the Student Portfolio

LESSON OBJE :
The student will im to portfolio, whi@ will

include an introduction of the student, and stated purpose of portfolio.

MATERIALS REQUIRED:
One 8 /2" x 11”7 sheet of paper for each student, colored pencils and markers

STUDENT ACTIVITIES:

»  Have the students develop a basic list of things they want to reveal about themselves
portfolio introduction.

| mple-onh
»  Have students develop a simple introduction for their portfolio.
[ [
E:
o.-not.-distribute.

want others to know about themselves. Give each student a sheet of paper and some

markers. Give them 15-20 minutes to draw pictures or symbols that represent an
important aspect of their life they want others to know about. They are to use words or
letters in creating their self mural.

After each student is through, have each student stand and show their mural to the rest
of the class and describe what each picture or symbol they created means to them.
Allow each student to introduce his work.

To purshase.the. full versien, visit
WA SKIMBURE BF 5T SFSFe/

SUMMARY:
Not everyone is an artist. Some of the items that we drew or created didn’t make much
sense to other people. But yet as we described them verbally, we were able to simplify
the meanings in a clear and concise way. Likewise, if we will introduce our portfolio
with a simple statement of who we are and what we hope to achieve, we will give the
employee immediate insight as to who we are and what we wish to achieve.
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[ stupent activity [l

Provide an introduction to the student portfolio™

Develop a basic list of things you want to reveal aboutyourse lio introduction.
With other members of your class, identify things that you would and would not want to include
A

in an introduction.

What were 1fhngs dem—flj—?l were molreevoEIT:onim portfolio?

IANEEIW,

What are examples of information you would not want to include?
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[ stupent activity B}

Provide an introduction to the student portfolio™
Develop a simple introduction for your portfolio. Rﬁ!l-ww-on compare it with

other students to note similarities and dlfferences

@"I "'TT o] QA
OKIHSUO .

| g =

on, visit
a/

L =~ |

To pu rRér the infroduction |nc|#|htheienformfoﬁeltlned obog rs
www.skillsus S

EF.“’

sSQ.0 l'l/
> on 37

uga
)
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