Unit 9:  Professional Growth & Development

Resumes’ / Applications

OBJECTIVE: The student will develop employability skills -- completing job applications, creating their resume’, and writing a cover letter.

	Resource(s) Needed: 
	Activity Type:
	Time (Minutes)
	Written By:

	· Blank applications from your district Human Resources office

· Sample teacher resumes / cover letters

· WONG p. 51-60


	Group / Individual
	90
	Kim Knoll


	Teacher Activities
	Student Activities

	SUGGESTIONS . . .

· Tour the administration office and talk with the Human Resources (Personnel) staff

· Invite a principal in to discuss what administrators look for – what makes a teaching candidate more marketable?

· Show cadets good and poor examples of teacher resumes (block out the names!)
	

	· Distribute and discuss sample applications
	· Complete a practice application

	· Distribute and discuss sample resumes – discuss accepted resume’ conventions

· List strong action verbs and adjectives to describe themselves

· List club, sport, community activities (etc.) that may be included
	· Complete a resume’

	· Distribute and discuss sample cover letters
	· Write a cover letter

	· Discuss use of references 
	· Secure a letter of recommendation 

	· Lead students in reading p. 51-60 in WONG

· Discuss reading – focus on the entire package: dress, resume, application, interview skill, etc.
	· Read and discuss p. 51-60


ASSESSMENT (Student Performance):  Complete the application in ink, type the resume and write the cover letter. Get a copy of the recommendation letter and attach with the resume.
FIELD EXPERIENCE CONNECTING ACTIVITY: Discussion with the administrator and talking with their co-operating teacher to secure the recommendation letter.
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