CAREER DEVELOPMENT ACTIVITY #15
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Developing Positive Employment Traits 


Standard 1: Students will be knowledgeable about the world of work, explore career options and relate personal skills, aptitudes, and abilities to education planning and future career decision making.

Objective 1: Identify and practice the attitudes, knowledge, and skills that contribute to effective learning in school and across the life span, including recognizing that completion of high school with essential academic and CTE coursework provides a wide range of substantial post-secondary and career options.

Objective 2: Learn about the changing nature of the workplace, the value of work to society, and the connection of work to the achievement of personal goals.

Objective 3: Assess and apply interests, personal skills, aptitudes and abilities to education planning and future career decisions.


Time: 45-50 minutes 


Materials: 

· Video: I Love Lucy: The Classics Volume 6: “Job Switching” (or other appropriate video clip)

· Paper strips with the following occupations on them: construction worker, medical secretary, computer sales representative, and youth recreation leader (CD 16.7) 

· One occupation card for each student (CD 16.8) 

· Scratch paper for each student 

· 20 blank paper strips (approximately the size of 1/4 sheet of paper) 

· 4-8 markers 

· 4 rolls of masking tape

· Overhead projector 

· Student Record Book: “A Stellar Performance” RB (Teacher copy CD 16.9) “A Positive Attitude = Positive Altitude” RB (Teacher Copy CD 16.10) Overheads of the following: 

· Two report cards from your school (one report card should contain some poor grades, attendance, and citizenship, while the other has respectable grades, excellent attendance, and good citizenship); be sure that names, student numbers, and other personal information are removed. 

· Two letters of recommendation (CD 16.11 and 16.12)

· Two or three résumés (CD 16.13, 16.14, and 16.15)

· Newspaper article: “Job Seekers Can’t Read or Do Math” (CD 16.16)
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Student “Chart Your Future” posters


Rationale: Students will look at the skills and traits that workers should have from the perspective of an employer. They will be asked to identify those skills and attributes that they feel are most important for workers to develop. They will then learn the ways that employers learn this information about people before they decide whom to hire. The importance of having good school records, personal references, résumé writing skills, ability to pass screening tests, and job interview skills will be discussed. 


What?: In what activity will the student participate?
[10 minutes] Show a video clip from I Love Lucy: The Classics Volume 6 (“Job Switching”). Begin with Lucy and Ethel under the employment sign. (Time warning: because of time constraints, edit out the section which shows Ricky and Fred doing housework. Also, if you include Lucy and Ethel working the candy line, you will need more time.) After the video, briefly discuss the fact that employers look for people who have the skills and personal traits necessary for success on the job. They cannot afford to have employees who have not prepared themselves. 

[15 minutes] Ask the class if anyone knows what the Department of Workforce Services is. Explain that the Department of Workforce Services is a department of the Utah State Government that has been set up to provide employment services to individuals and businesses in the state. For example, if a business needs to hire someone to do a job, the Department of Workforce Services can identify individuals who are looking for that type of work and assist the business in determining which potential workers are best prepared to do the job. 

Tell students that for the next few minutes they need to imagine that they work for the Department of Workforce Services. Their job is to hire someone to work for a local company. Since it is very expensive to hire and train new workers and even more expensive and difficult to fire a worker who does a poor job, they must do their best to hire the most qualified person. Hand out an occupation card and sheet of scratch paper to each student (there should four different occupations listed on the cards and roughly an equal number of cards of each of the occupations). Tip: It works well to hand cards to students as they enter the room. Explain that when you say “go” the students will have 1-2 minutes to write down three skills or personal traits they would want to find in the person they hired for the job. For example, if they are given a card that says “long-haul truck driver,” they might write down the following skills and traits: (1) a commercial driver’s license, (2) drug-free, (3) willing to be away from home for several days at a time. Discuss briefly what would happen if someone were hired as a long-haul trucker and she/he didn’t have these skills and traits (i.e., arrest, destruction of company property, destruction of others’ property, death, driver could become unhappy and quit, etc.). Are there any questions? If not, tell the students that they should work quietly on their own for the next 1-2 minutes, and then say “go.”
After 1-2 minutes, ask students to team up with the other students who have a card with the same occupation they have. Assign each group of students with the same occupation a specific corner of the room. Give each team five paper strips (approximately the size of 1/4 sheet of paper), a marker, and some masking tape. Each team has 3-5 minutes to compare their individual lists of skills and personal traits and agree on the five that they feel are most important. These five should be written on the paper strips and hung up on the wall with masking tape under the card with the name of the occupation they are responsible for hiring. 
When all of the strips have been hung on the wall, have the students return to their seats. Ask them to compare the skills and characteristics listed for each occupation. Ask whether there are any common skills or traits that are found on more than one list. As common skills and traits are identified, move the paper strips to a new place on the wall and group them in categories of similar traits and skills. Common skills and traits generally fall into three basic categories: (1) Education/training, (2) personal qualities such as honesty, responsibility, etc., and (3) interpersonal skills such as friendliness, teamwork, likes kids, etc. During this process, help the students discover the concept that there are some important basic skills and personal characteristics that everyone needs to develop, regardless of the career they choose. Ask the students to open their 
record books, locate “A Stellar Performance,” and answer the question at the top of the page: “What are some common skills and attributes people need to succeed in the world of work, regardless of their specific job, occupation, or career?” Be sure students include education/training, personal qualities, and interpersonal skills along with any others that were identified by your class. 

[15 minutes] Ask the students how they think employers will find out about their traits when they apply for a job. As you discuss the following items, have students continue working on RB in the record books and answer the question “How do employers learn about your skills and personal traits before they decide whether to hire you?” by filling in the “Employer Source of Information” and “Résumé Data Log” columns as each item is discussed:
· School Records—Have students review two different report cards from your school as you place them on the overhead projector. Ask the students to identify what information they think employers would pay attention to. Emphasize grades, quality of classes taken, absences, number of times tardy, and citizenship. Ask the students to consider their own school records and think about what employers would think of them. Have students write two positive things that stand out on their school records in their record books. Explain that it is not too late to improve their school records now, but they should not wait until high school or college to start. By then it may be too late. 
· Personal References—Explain that employers want to hear from people who know you well and can report what type of person/worker you are. Sometimes they will talk with your references personally, and other times they will ask for letters of recommendation. Have students review the two different letters of recommendation on the overhead, and ask which one they would hire and why. Ask the students whom they would give as personal references. Have they impressed any adults outside of their immediate family enough to get a good recommendation? Have them record two names for personal references in their record books
· Résumé—Explain that a résumé gives the employer a chance to quickly learn about a person even if he/she has not met that person. Have students review the two or three different résumés on the overhead (CD 17.12 to 17.14) as you discuss them. A well-written résumé gives the job applicant a chance to introduce himself/herself in an impressive way. A poorly written résumé tells the employer that you are really not well prepared for the job. Ask the students what they could put on a résumé at this time in their lives. Emphasize that activities they are involved in at school and in the community during junior high and high school are important for their résumé (i.e., scouting, volunteer work, part-time jobs, teams, clubs, honor roll, etc.). They should be involved in these kinds of activities and keep track of what they did and when. Have students record two activities they are involved in that could go on their résumés in their record books.

· Academic Link: The English Department could teach résumé writing skills and have students develop a current résumé. This résumé could then be used to apply for school activities that students wish to participate in. 
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Tests—Explain that many employers give tests to determine whether a person has the basic skills needed for the job. Show the overhead of the newspaper article “Job Seekers Can’t Read or Do Math” or another current article of your choice. It is important for students to work on basic skills such as reading, writing, math, science, speaking, and listening in school so that these tests will not be too difficult for them. Have students write their two most outstanding basic skills in their record books. Students may want to review their SCANS skills from CDA #12 (see Cargo Box #12 on the Chart Your Future Poster). 
· Job Interviews—Explain that before hiring someone, most employers want to talk with the candidates for the job. Ask the students how they should dress for a job interview. Emphasize that the best way to prepare for a job interview is to learn good communication skills now. They should practice being friendly to new people, treating others with courtesy, looking people in the eye when they are conversing, speaking confidently, etc. Ask the students to think about the clothes that are in their closets right now and write down specifically what they would wear to a job interview in their record books.
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Work-based learning link: Students could participate in a mock job interview in the 8th or 9th grade. Business partners and the work-based learning coordinator can facilitate this experience. 


So What?  What will the student learn as a result of participation in this activity?
[5 minutes] Ask students: “How many of you know someone who has been fired? Why were they fired? Or have you heard a brother, sister or parents complain about bad co-workers? What are their complaints? In the record book, have students do the assignment entitled “A Positive Attitude = Positive Altitude.” This activity helps students identify some of the positive employment traits they have already developed and others that they need to work on.


Now What?: What can the student do with this new information with regard to career development? 
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[2 minutes] Have students select five positive employment traits that they would like to work on for the next few months. They should place a  next to these traits. Have students select 2-3 negative employment traits that they would like to eliminate over the next few months. They should place an  next to these traits. Have students refer to their Chart Your Future Poster 
“Positive Force Field: Progress is ensured by employability traits.” Hint: During the Wrap-up for CTE Introduction, check to see how students are progressing on developing positive employment traits.
REMINDER:  You may want to complete the applicable section of the “Charting Your Future” resource at this time unless you plan to complete the chart as a separate activity day.
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