Name: _________________________________________________		Date: _________________


Work Experience & Life Skills Class
Mrs. Karas

Task 1 Due Date: _____________________________________________________________

	The past two weeks of class time have been spent assessing your individual skills, interests, and aptitudes as related to possible future careers.  We also spent time assessing your individual values and relating them to the kind of future life style you personally desire.  Please use the results of your career exploration, interest inventories, and values sorter to identify the lifestyle for which you will be happiest after high school.  Make sure you consider all aspects of your future in your personal assessment.  Answer questions such as, where do I want to live? What type of job do I want?  Do I have the skills to be successful in such a job? How much schooling or training will I need to obtain and maintain this job? How long should I wait to get married and start a family?  Should I buy a house or rent an apartment? Should I drive a new car or a used car?  
After you have thoughtfully considered all of these things and reviewed the results from your individual interest inventories, values sorters, and career exploration assessments, you may begin the task below.

Task 1:  Complete  “A Snapshot of My Future” Laptop Activity
	Get a laptop from the cart and go to www.jumpstart.org/realitycheck.
Read the introductory paragraph for directions.  Click on enter.  Answer each question by clicking on the button to the left of the correct answer.  After answering all of the questions, click on Reality Check to find out the hourly wage and weekly income needed to sustain your desired lifestyle.  The results will also give you several career ideas that fall within the income level needed to support your desired lifestyle. Please print this page.  Use it to answer the following questions.

1. Will the job that I am interested in support the lifestyle that I want in the future? Why or Why not?


2. What in my lifestyle will I have to change in order to achieve the job I want?


3. What other jobs may fit my future goals?  Do I have the skills to succeed in one of these jobs?




Please put the results page in your Life Skills folder.  We will use it for more activities in this job skill unit.







This task should be completed and turned in by: _____________________________________



Teacher’s Comments:




__________/100 points						









Name: __________________________________________		Date: _____________________

Work Experience & Life Skills 
Mrs. Karas
Task 2 Due Date: ________________________________________________________________________



Task 2:  Career Research:   
The goal of this task is to find out as much information as possible about a career of interest that you are considering for your future.  You will then be asked to analyze the gathered data and decide whether the career will be appropriate for utilizing your personal skills and achieving your future goals. 

Step 1:  Use the results page from task 1 to research a career of interest that would support your future life style. Use the website http://www.bls.gov.oco to do your research.  Please find the following information:
· Education or training required for the job
· Personal and professional qualifications needed
· Career outlook 
· Job responsibilities and duties 
· Salary or annual wage 
· Possible benefits
· Working conditions
· Two other facts that you find interesting or didn’t know about this career
                                                               *****
Please expand the information you found about the outlook of your chosen career to answer the following questions:

1. Where would I go to receive training for the job?
2. What will the training cost?
3. How long will the training take?
4. Will I be able to get a job in this field after training?
5. Can this job support my preferred lifestyle?
6. Where will I have to live to get a job in this field?
7. Is this a feasible career for achieving my future goals?

Step 2:  After completing your research and answering the questions, please use all of the information that you gathered to prepare a 7-10 minute presentation to be shared with the class.  Your presentation can be a poster, pamphlet, or a ten-slide power point.  It must include all of the information listed in step 1 of this task, as well as at least 2 pictures of people working in your chosen career field. When presented to the class, you must explain the information included in your poster, pamphlet, or power point and answer the 7 questions that expanded on the career outlook of your future job.  Finally, tell whether the researched career is feasible as a future career for you when taking into consideration your personal skills and future lifestyle goals. 

	
This task should be completed by: ____________________________________________________

Oral presentations will be given on: __________________________________________________


Teacher’s Comments:






__________/150 points. (Poster/pamphlet/power point) 
			 (See attached rubric)
__________/100 points (Oral presentation)
Name: __________________________________________		Date: _____________________

Work Experience & Life Skills 
Mrs. Karas

Task 3 is due on: ________________________________________________________________________

Task 3: Finding Employment
	The goal of this task is to practice the steps necessary to obtain a job in your chosen career field.  You will use paper and Internet sources to search for a job and will be asked to write an actual letter of application that could be sent to the prospective employer. The ultimate goal is to secure a job interview.
***Remember that the ultimate goal of a letter of application is to get a job interview!!!!***
Step 1:  
Use the classified ads from the Atlantic News Telegraph, the Omaha World Herald or the Internet to search for a job in your career of interest.  If you cannot find an advertisement for your ideal job, pick a job that would pay enough to allow you the financial freedom to pursue your chosen future life style.  Find the following information in the advertisement:
· Job title
· Minimum qualifications required
· Salary or annual wage (if mentioned)
· Contact person & their position
· Application deadline
· Where to send credentials
Step 2:
	Using the information given in the ad, please write a letter of application expressing your interest in applying for the job.  Make sure you use the business letter format in drafting your letter.  It must be free of spelling and grammar errors and look and sound professional enough to actually send to the prospective employer listed in the ad.  (Use the business letter format on the back of this paper as a template for your letter.)
Business Letter Template
(Use 12-point New Roman Times Font)
Your Personal Information:
Name
Address
City, State, Zip Code
Phone Number
Email Address
(Double Space)

Today’s Date
(Double Space)

Employer Contact Information:
Name, Title
Company
Company Address
City, State, Zip Code
(Double Space)

Salutation:
Dear Mr./Mrs./Ms. Last Name (leave out if you don’t have a contact name)
(Double Space)

Letter Body:  The body lets the employer know what position you are applying for, 
tells them why he or she should select you for an interview, and how you will 
		 follow up.
1st Paragraph:  State the reason for the letter and where you found out about the 
		   position.
(Double Space)

2nd Paragraph:  Highlight your training, skills, and general qualifications.  Ask them 
		 to review the enclosed resume.  
 (Sell yourself while being totally honest about your qualifications.)
(Double Space)

3rd Paragraph:  Again, express interest in the job, state that you are a great 
candidate for the job, give them your contact information, and
thank them for their time and consideration.
(Double Space)

Complimentary Close:  Respectfully or Sincerely 
(Double Space)

Handwritten Signature
(Double Space)

Typed Signature
(Double Space)

Enclosure


This task will lead to another task that will culminate with either a mock interview or an actual job interview with a person in our community.  


The letter of application is due on: ____________________________________________________





Teacher’s Comments:






__________/100 points. (Job search & use of class time) (See Rubric)

__________/250 points (Letter of Application) (See Rubric)
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