
Lesson Plan #1

Title: Completing a Job Application

objective: students will gain experience in completing a job application'

Materials: work Readiness certificate Job Application and Job Application Rubric

Equipment: Document Camera, Projector and Computers

Procedures:

l. lntroduction
7. Talk about what a job application is

2. Ask the students what they think may appear on a job application

ll. Job APPlication Form

i. Hand out the ,,Work Readiness Certificate Job Application,, to students

ii. Go over the main sections of the application (use document camera and

projector to project application)

1. Contact lnformation

2. Education

3. EmPloYment HistorY

iii.Whileyougoovertheapplication,stresshowtheinformationistobe
written

t. Not all in caPs

2. Be neat

3. Answer allof the questions

iv. students wiil now do a simurated on-rine apprication on the computer

v. Have the students type-in the following website:

2. lf it does not load, reload the website

vi. Have the students proceed

vii. Walk around to make sure that the students are on-task

viii. once all the students are done, inquire on their experiences with the on-line

process

ix. Lastly, have the students apply for the summer work program on-line:

http://www. hirelayouth'com/svepapplication/intro' html

lll. Assessment

a. Use the "Job Application Rubric" form to evaluate the handwritten application'

b.Scoreneedstobeatleast].6pointsoutof20points(80%)topass'

lV. Next StePs

l.Transitiontotheresumelessonplan(LessonPlan#2)



tt !s,r Wfi; I

Employment Application - (Please type then print out this application to submit at your WRC appointment)

Full Name:

Address:

Mora Luis Date:
M,I

Streel Address Apaftment/Unit #

State

Phone: (

SocialSecurity No.:

E-mailAddress:

xxx-xx- Desired Salary:Date Available:

Position Applied for:

Do you have the legal right to work in the U.S.?

Have you ever worked for this company?

Have you ever been convicted of a felony?

Can you provide written proof of this if hired?

lf so, when?

YES

tr
YES

tr
YES

tr

YES NOtrnNO

!
NO

tr
NO

T
lf yes, explain:

High School:

From:

Address:
YES NOtrtrTo:

YES NOtrtrTo:

Did you graduate?

Address:

Degree:

College:

From:

Other:

From:

To: Did you graduate?

Address:

NO

tr Degree:
YES

tr

Did you graduate? Degree:

Please list three professional references.

Full Name: Relationship:

Company:

Address:

Phone:

Full Name:

Company:

Address:

Relationship:

Phone:

Full Name:

Company:

Address:

Relationship:

Phone:



Phone: (Company:

Address:

Job Title: Starting Salary: Ending Salary:

Supervisor:

Responsibilities:

From: To:

May we contact your previous supervisor for a reference?

Company:

Reason for Leaving:
YES NO

tr
Phone: (

tr

Supervisor:Address:

Job Title: Starting Salary: $ Ending Satary:

Responsibilities:

From: To: Reason for Leaving:

May we contact your previous supervisor for a reference?

Company:

Address:

Job Title: Starting Salary: $ Ending Salary:

YES NOtrtr
Phone: (

Supervisor:

Responsibilities:

From: To: Reason for Leaving:

May we contact your previous supervisor for a reference?
YES

tr

Branch: From:

Rank at Discharge: Type of Discharge:

lf other than honorable, explain:

I ceftify that my answers are true and complete to the best of my knowtedge.

lf this application leads to employment, I understand that false or misteading information in my application or interview
may result in my release.

To:

Signature: Date:
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Lesson Plan #2

Title: Creating a Resume and Reference Page

Objective: Students will create a resume and reference page using a Microsoft template.

Materials: Blank Resume Form, Sample Resume, Blank Reference Form, Reference Sample and

Resume Writing Rubric

Equipment: Computers,Printer,Projector,DocumentCamera

Procedures:

l. Introduction

a. Introduce students to resumes

b. Hand out the sample resume form to students

ll. Putting together a resume

a, Go over the sections of the resume

i. Use the blank resume form (you may want to also give out the sample one)

7. Resume sections include:

a. Name and contact information

b. Objective (i.e, Seeking an entry level position in the

industry

c. Skills and Abilities

d, Experience (include volunteer experience)

e. Education

f. Communication (OPTIONAL)

g. Leadership (OPTIONAL)

h. References- DO NOT INCLUDE THIS SECTION ON THE

RESUME- Students will do a separate sheet

lll. Putting together a reference page

a. Go over the sections of the reference page

i. Use the blank reference page to go over the parts (you may want to also

give out the sample one)

7. Reference page sections include:

a. Contact information

b. Referenced individual information

i. Name

ii. Title

iii. Company/organization

iv. Address

v. Phone number

vi. E-mail



ii. Remind students to ask for permission from people who are being

referenced above.

lV. Have students work on the resume on the computer

a. Have students go to: http://office.microsoft.com/en-us/

b. Select "TEMPLATES" tab above

c. Type in "RESUME"

d. Pick a style they want

i. Recommended "Basic resume Word 20L3"

e. Download template

f. Open template using Microsoft Work

g. Have students complete the different parts of the template (you may want to model

the process with your computer)

i. Have students delete the "references" section

ii. Additionally, more of the sections of this template may be deleted (i.e.

leadership, communication)

V. Walk around the room to assist

Vl, Have students work on the reference page on the computer

a. Have students go to: http://office.microsoft.com/en-us/

b. Select "TEMPLATES" tab above

c. Type in "Resume references Word 2013"

d. Pick a style they want

i. Recommended "Resume references Word 201-3"

e. Download temPlate

f. Open template using Microsoft Work

g. Have students complete the different parts of the template (you may want to model

the process with Your comPuter)

vll. Have students save and print-out the resume and reference page

vlll. Please assess the resume using the resume writing rubric form
a. Passing is 32 out of 40 points (80%)

Next Steps:

L. Remind the students that they will receive their resume/reference

page during the practicum lesson (Lesson Plan #4)

2. Go on to lesson on interview skills (Lesson Plan #3)



E E'*Htr/er, i' aws 4{ {BEffi$

[Street Address, City State ZIP Code] | [Email] I [Telephone]

:^"rl: ;Y:; :'*:Z:" IS: I'r*{i'*ar , ,, '* : Check out the few quick tips below to help you get started. To replace any tip text with your
own, just click it and start typing.

}t,'i * il. .''.i;.,'...,1 t;$ , On the Design tab of the ribbon, check out the Themes, Colors, and Fonts galleries to get a
custom look with just a click.

Need another experience, education, or reference entry? You got it. Just click in the sample
entries below and then click the plus sign that appears.

'*,..-.**.*..,. * l2A:I}r;trIFfdi:I, : [JOB TITLE] [COMPANY NAME]' iU,",,frU "i ?:t{::)l)t....T*:

This is the place for a brief summary of your key responsibilities and most stellar
accomplishments.

poB TTTLEI [COMPANY NAME]

This is the place for a brief summary of your key responsibilities and most stellar
accomplishments.

ff#["rr]'{'rt#SJ i [SCHOOL NAME]' ILOCATION]
itiL{itilil
You might want to include your GPA here and a brief summary of relevant coursework,
awards, and honors.

{)!:.1;r,t7t***:tr1*kTli::*t I You delivered that big presentation to rave reviews. Don't be shy about it now! This is the
place to show how well you work and play with others.

;?i!4;-rii{.:"#ii i.t ; Are you president of your fraternity, head of the condo board, or a team lead for your
favorite charity? You're a natural leader-tell it like it isl



Jffi$4ru ffi#ffi
1234 south Main street, Los Angeles, cA 90017 | john.doe@yahoo.com i 21s-sss*124s

SffiJq*TiVffi ] Seeking an efltry level position in your company.

SK{LI-S & &ffiiLfTlffi$ | eitinguat: Spanish

Computer Software: Microsoft Word, Microsoft Excel and Microsoft Ac,cess

rxp#ffirffi&{*x r GASH|ER- MC DONANLD'S
*3J2*J3 - 1lI*14

Accepted food orders from customers and charged them.

BABYSITTER - DOE'S BABYSITTING
*2t2*12 * {}2t2_*13

Took care of infants and loddlers in my neighborhood and for my family.

tr*rr0,&?g#ru $ caue RocK HtcH scHooL, Los ANGELES, CA
,it*li $CitS(}L DlPtCIti4A- ll.i tr:}RGGRES$- ANTICIPATH.* il&Tfr *il C*?rcflf;Tl*l'l: Ji-Jf{* I0'15
SF&:3 $

ATPdAftSS I SrUOerur OF THE MONTH- MAy 2012
MOST IMPROVED STUDENT- APRIL 2011



IYoUR NAM[]
lStreetAddressl
[Address 2]

lcity, ST ZIP Codel

[phoneJ
[emai]J

REFTRENCES

IReference's Name]

lTitlei
[CompanyNamel
[Street Address]
lcity,5T ZIP Code]

[Phr:ne] lIEmaill

**ixticlr:ship

fRelationship with referencel at [Company Name] f'rom [Dates of

IReference's Name]

lTitlel
[Company Name]

IStreet Address]

lCiry, ST ZIP CodeJ

fPhone] lfEmail]

{t*ixti*r:ship
[Relationship with reference] at [Company NameJ tiom [Dates of
EmploymentJ

! l t l) t t t j t 3 t{ t vr,.{rt{]

IReference's Nanre]

lTitlel
[Company Namel

IStreet Address'l

lcity, ST ZIP Codel

[Fhone] l[Email]

ffi*$*ti***!:lS

[Relationship with reference] at [Company Name] from [Dates of
E_qployp.e-n!.]

"l{}pSir:ru*l $ttr:f*"



JOHN NOE
1234 South Main Streer
LosAngeles,CA 90017
21.3-5551245

John.doe@yahoo.com

REFERINCTS

Frederick Sibian
Teacher
Dorsey High School
3537 Farmdale Avenue
L,os Angeles, eA 90016
323-29 6-7 120 | f.sibian@hotmail.com

Luis Galver
Counselor
Dorsey High Schocl
3537 Farmdale Avenue
Los Angeles, CA 90016
323 -29 6-7 L20 | luis.galv3@gmail.com

Pablo Sandoval
Manager
Chuck E. Cheese
3454 West Victory BIvd
Burbanh CA 91505
818-996-8852 | p.sanclrcz@{eseom
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Lesson Plan #3
Title: The lnterview process

Objective: Students will be prepared for a job interview.

Materials: The 5-Part lnterview Sheet, Interview euestions to Think About Sheet and Mock lnterview
Scoring Rubric

Equipment: Document Camera and projector

Procedures:

L lntroduction

i. Ask students if they have been interviewed before?
1,. Were they prepared for the interview?
2. How did it go during the interview?

ii. Why are interviews important?
1,. Makes decisions for:

. Employers

b. Colleges

c. Scholarships

iii. Need to be a good salesperson for interview
iv. Need to convince job interviewer that you are the best candidate for the job
v. Self-knowledge and good communication skills are key for good interviewing
vi' Go over job related behavior (drug and alcohol free behavior)

ll. Go over "The 5-part lnterview Sheet,,

a. Before the lnterview

b. The Start of the lnterview (Beginning)

c. The tnterview (Middle)

d. The tnterview (End)

e, The Follow-Up

lll. lnterview euestions
a. Ask students to brainstorm possible interview questions

b. Pass out the "lnterview euestions to Think About,, sheet
c. Ask students to look through the questions and have them identify the ones that may be

more difficult to answer

d. Pass out the "Mock lnterview Scoring Rubric,, sheet
e. Go over the sheet with the students
f. Pair the students to do mock interviews (five minutes each turn)

8. Reconvene the class and go over the positives and negatives ofthe experience
h. Remind students that the same evaluation will be used for the practicum

lV. Next Steps

a. Give each student an appointment for the interview for the next class meet (please

schedule appointments accordingly- please calculate the amount of overall time for the
next day divided by the number of students)

b. Lesson Plan #4 gives you more details on the practicum

i. Remind them to:

1,. Come dressed appropriately

2. Bring their resume

3. Go over the interview evaluation form
4. Be ready to be interviewed



b.

THE s-PART INTERVIEW

lffifl,li#f:,s'Extlg,lffi[r$:,"{:",!iii-i:J#::,,i*j:lt-xj,ij;i,flT"1,r,r-,fl?j,#;?x?:fi^,,
skitts' knowredse and "$;;;;;:"ffi;q a. great rppri""tion.:r.::.r.r" can quicxry find its way into tne
gabase if vou do not 

"oi',* 
r"ri-#;;fi;3i 

11t.ri3,,il."i;;",i:, must becomr, 
"u,"= 

person. rhe[1-,fi:.-#,i'r[?ir'il* ir'"v-*"" [ # ir vour tatents ,Juiinui' needs ror tne i-oi or ror admission ro the
The intervlew is when you want to tetl the employer or adrnissiol.rs representattve about your strengths,;:',il?,:';:ifil'-f,:',##,"Jfl,15ff1;fil::Xl;#;r,i$=,'Jtive,y!effi'il,,-.ft,n points.is wirai;s
The easiest way to leam something is to break it down into parts. Tho interview process has five distinct

I. BEFORE THE INTERVIEW
Do your homework! Learn as much as you can about the company or college before the interview.Do some research: ark p*pr* *io iriorr, il.,ui", g";th;,iir3o., look on th6 intemet, make ananonymous car to rhe secretary. rino ourwnat,;-Ji;;U#l{j1!i;..gd;nvi,Jorio"", 

how tonsthey have been in uusiness, wrieil;;d-, company is groirying or downsizing, tr.re compan/s

ifi ',,fi"r::,txJ:'ffiJ'fr ,I#iigi[:f ;3"Tiiiff tmaou"n-e*i,tiJru*aboutthe

Xffi": H:i,! ##ril:::ff il;,;Uii;" sitei oilne ffirview a day or two berore the rnrerview.
Be prepared when you go to the interview- Brrng extra copies of your resume, your portfolio, anotepad with some queitions nrep*"f;, n" iitJ*i"*","Iiia pen.Dress for successl Hair shoulo u,i tr"rn ,o ro.ouo, ii,tin"ir" must be clean with no gaudy
!:h:r"Ti"p 

periume' cologne anJ 
"[ersnave 

to a minrmim. Brush your teeth ind don,t forset

JPn,||-."..;;Tf E$;:;.:non)'ordress 
pants with a nice btouse or bJazer. No excessive

ffi"ril:l;r;llr":H,ii_T,,H:i:T;t;X5g:i. coat and shoes. A suit is not arways necessary.

2. THE START OF THE tNTERVtEw (BEGTNN|NG)

,ll8ffi[: 
secretary/receptionist that you have an interview, whom it is with, and the time of the

when you meet the interuiewer, look straight into his/her eyes, shake hands firrnly, introduceyourself, smile, be confident and wait uriil-you;;;;#;ilI?"r.
Be positive in vour coqrlulicauon in#Lmu."r: you;re iirrini'voroelflt), don,t srouch, try not to be
l1?3ilrillT,,il;*;,!$.the 

interviewer read tne rnterview. ilE'1., tl*f ffi;;; n#, to have the
When allelse fails: SMILEtI
DON'T:

smoke, chew gum, curse, slouch, put your hands on items on the interviewer,s desk, fidget withrings, pens, ties, change, orothertninls In yourr""ch. - -'

3. THE tNTERVtEw (M!DDLE)

Always face the interviewer with good posture and body language,
stay positive with your attitude ano your answers. Let tire inlervtewer know about the skills,knowledge and experience that malie you a qualified candidate.

7.
B.

9.

10.

11.

12.

13.

14.
15.

16.
17.



18.
19,
24.
21,

THE s.PART INTERVIEW

Know your resurne and portfolio well and be prepared to answer questions about them.Don't be a know-it-all! Express yor, *ittingness to learn!
Be honest with all answeis. Experiencea i*nterviewers'"rn .u" right through ,,litUe white lies.,
ffJ:i:t#fl[with vour answers' Never answerwith just a "y".'dr "no." Ai*ay.-p.rio" exptanations
lf you don't understand the question, ask the intervlewer to exprain,Pay close attention to what tire interview.i i- .I,-yi,ig."v' 

rv e^v

organlze your thouohts before speakini.-reet treelo think for a. moment about tough questions.Silence is not a bao-tning as ton{ ,* v"-, o" not tare an'*i."".,r. amount of time.

SiL"|. 
for illesal questiois, 

"r.h"a, 
ifrformation 

"b;;il";;-rg;, rerigiorr, race, ethnicity or maritar
DON'T;

Emphasize your weaknesses.
Draw attention to negative attributes such as poor attendance, grades, being fired, etc.|IfjT lormer emptoyers, co-*ort*rs, tr sctioot p*ironn*il-
urscuss personal issues, good or bad, which are lirelevant. 

'

4. THE INTERV|EW (END)

Ask the job-rel?ted questions you preparsd for the interview.
You may be offered the job immediatelv. ln that case, you shoutd ask about specific salary, benefits,and work hours. You,d,o not have to give them an im;;;i;;n"**r. Ask for a day to think about it.lf you are told you witl be contacted, Esk about how rong ii;ti-Le. offer to cal in a'rew days to findout the declsion. This shows your continued interest.
Make sure the interviewer knows how best to contact you and that you are avaitable for anyadditionallnformation that rnay be needed.
Thank the person for the interulew and their interest in you as a potential employee or student.Shake hands firmly on the way out.

5. THE FOLLOW-UP

send the interviewer a thank-you retter soon after the interview.
callthe company or coltege a-bout a week after the in6rvie;io find out if they have made a declsion.lf they have not, find out when they expect to have a oecislon.-

22.
23.
24.

25.

26.

Pj^"::r_:fl1ry or benefits untess.th* intu*i**"i Uring" it rp not.zr. 
fi:[HH?l;*:il"*::::::lf ;;k i; il;"#;t-H'nT,1,.il#[,'u*u," expensive. showyou arehighly motivated and energetic.

28.
29.

30.

31.

32.

33.
34.

WHY PEOPLE AREN'T HIRED

t
+
+

a
t
t
+
+
0
+

+

Poor personal appearance
Inability to communicate clearly, poorvoice, and grammar
Lack of planning for a career...no purpose or goals
Lack of enthusiasm and confidence ln the interview
Condemning past employers
Failure to look tho interviewer in the eye
Limp handshake
Late to the interview
Does not thank the interulewer for his/her tirne
Asks no questions

of knowledge abqut the business or the



Questions Often Asked By Ernployers
',. Tell me about yourself.

2, What are your short-range and tong_range
care€r goals, and how are you preparin$'to
achleve them?

3. Why did you choose this career?

4. What do you consider to be your greatest
strengths? Weaknesses?

5. How would you describe yourself? How
would a friend or professor describe you?

6. How-has your college experience preparecl
you for your career?

7, Why shoutd I hire you?

8. How do you determine or evaluate success?
9. ln what ways do you think you can make a

contribuflon to our company?
10. Descrlbe the relaflonship that should exist

betwoen a supervlsor and those reporting to
him/her.

11. Describe your most rewarding high
school/college experience.

12. lf you were hiring for this position, what
qualities would you look for?

13. What led you to choose your field or major?

14. What have you leamed from participation in
exhacurricul a r activities ?

15. How do you work under pressure?

16. Describe theideatjob/college.
17. Why did you decide to seek a position with

this organization and what do you know
about us?

18. What major problems have you encountered
and how did you deat with it?
What criteria are you using to evaluate the
company/college for which you hope to
worUattend?

What salary do you want?

INTERVIEW QUESTIONS TO THINK ABOUT

euesflons Often Asked By Applicants1' 
ffiXt,..il:lf 

strensths orthe orsanization or

2, What are the career opporlunities for someone
entering thls position?

3. What kind of orientation and trainlng is available
to new employees?

4. How large is_the company/college? How targe isthis particular departmenymajofr-
5. To whom would I be reporting and what kind ofcommunication channels areihere?
6. What are the long_range plans for thls

organlzation?

7. 59w l!!g wa! my predecessor in this position?
lVhy did he/she leave?

8. How will I be evaluated? How ofien?
9. lg !h9re an opportunity to transfer from one

division to another?
f 0. What are the prospects for promotion in the

future? What are some of the quitities or
accomplishments you would consider important
for promotion?

11. What is the management philosophy of this
organization? What is the generat fitritosopnye

12. ln what areas of the organization do you expect
groMh?

13. ls.continuing education encouraged? ls tuition
reimburseme nt offered ?

14. Can you teil me about tho history of this position,
and changes anticipated?

15. What are your expectations of the person in this
position?

16. ls overtime the norm in this office?
17. What kind of support staff is available? What js

the ratio of support staff to professionals, and how
is work distributed?

18. Generally, what percentage of time will be
devoted to each of my reiponsibilities?

19. Do you work with daily, weekly, rnonthly, or
annual deadlines?

20. Does. the organization havo a process for sharing
creative ideas?

19.

20.
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il.

III.

Title:

Objective:

Materials:

Equipment:

Procedures:

t.

Lesson Plan #4
The Actual lnterview (Practicum)/Review Job Application, Resume and Reference page

Students will experience a one-to-one interview. Additionally, student will receive
feedback on their job application, resume and reference page.

Possible lnterview euestions sheet and Mock lnterview scoring Rubric

None

lntroduction

a. Introduce yourself to the student
b. Wait for the student to respond
c. Ask the student to have a seat

The lnterview

a. Ask for the resume (you should already have it)
b. Look it over
c. Proceed with questions using the "possibre rnterview euestions,, sheet
d. Let the student answer the questions completely

i. lf the student stays quiet, go on to the next question
ii. lf the student keeps on rambring, try to move on to the next question

e' when you have asked all of your interview questions, ask the student if they have
any questions for you

f. Once the above is over, thank the student for coming

After the lnterview

a' once you have thanked the student, notify the student that the formal interview is
over and that you are now the teacher again.

b. Go over the job apprication, resume and reference page with the student
c' Talk about the interview- ask the student what they think they did good and/or bad

in during the interview
d. Give your analysis of the interview
e. Ask the student if they have any general questions
f. once the above is done, congraturate the student for finishing the class
C. Excuse the student (let them know if they passed or not)
h. Complete the "Mock lnterview Scoring Rubric,,

i. Must receive at reast 24 points out of 30 points to pass (g0%)

Next Steps

a' complete the work Readiness badging process for the student- either they have
passed or not based on your professionaljudgment

tv.



Questions Often Asked By Ernployers
1. Tell me about yourself.

2. What are your short-range and tong_range
care€r goals, and how are you preparin{ to
achleve them?

3. Why did you choose this career?

4. What do you consider to be your greatest
strengths? Weaknesses?

5. How would you describe yoursetf? How
would a friend or professor describe you?

6. How-has your coltege experience prepared
you for your career?

7. Why shoutd I hire you?

8. How do you determino or evaluate success?
9. ln what ways do you think you can make a

contribuUon to our company?
10. Descrlbe the relaflonship that should exist

betwoen a supervisor and those reporting to
him/her.

11. Describe your most rewarding high
school/college experien ce.

12. lf you were hiring for this position, what
qualities would you look for?

13- What led you to choose your field or major?

14. What have you leamed from participation in
exhacurricular activities ?

15. How do you work under pressure?

16. Describe the ideatjob/cullege.
17. Why did you decide to seek a position with

this organization and what do you know
about us?

18. What major problems have you encountered
and how did you deatwith it?

19. What criteria are you using to evatuate the
cornpany/college for which you hope to
worUattend?

20. What salary do you want?

INTERVIEW QUESTIONS TO THINK ABOUT

euesflons Often Asked By Applicants
1. What are the strengths of the organization ordepartment?

2. What are the career oppoilunities for someone
entering this position?

3. What kind of orientation and trainlng is available
to new employees?

4. How large is fte company/college? How targe isthis particular departme nUm$oiZ-
5. To whom would I be reporting and what kind ofcommunication channels are-theret
6. What are tho long_range plans forthls

organlzation?

7. How long was my predecessor in this position?
Why did he/she leave?

L How will I be evaluated? How often?
L ls there an opportunity to transfer from one

division to another?
10. What are the prospects for promotion in the

future? What are some of the qualities or
accomplishments you would consider important
for promotion?

11. What is the management philosophy of this
organization? What is the generilfhilosophy?

12. [n what areas of the organization do you expect
growth?

13. ls.continuing education encouraged? ls tuition
reimburs erne nt offered ?

14. Can you tell mo about tho history of this position,
and changes anticipated?

15. What are your expectations of the person in this
position?

16. ls overtime the norm ln this office?
17. What kind of support staff is avajtable? What is

the ratio of support staff to professionals, and how
is work diskibuted?

18. Generally, what percentage of time will be
devoted to each of my responsibilities?

19. Do you work with daily, weekly, monthly, or
annual deadlines?

20, Does. the organization havo a process for sharing
creative ideas?
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