	TOPIC
	CLASS LESSON
	
	WORK-RELATED LESSONS
	WORK-BASED MANUAL

	1ST QUARTER
	
	
	
	

	Class requirements
	Class/Grading
	
	Pre-employment Preparation
	Parental permission letter

	
	Work/grading
	
	
	Working papers

	
	Who are You?
	
	
	Social Security Card

	Career Identification
	Interest Testing
	
	
	Driver's License or transportation plans.

	
	Aptitude testing.
	
	
	Resume

	
	People, Data, Things
	
	
	Business Cards

	
	Matching test results with careers.
	
	Basic Employment Information
	Corporate name and address

	Job Obtainment Skills
	 
	
	
	Supervisor's name

	
	Reading local want ads.
	
	
	Phone, fax, etc.

	
	Networking for jobs
	
	
	Basic Skills needed for job success

	
	Identifying 5 companies you can cold canvass.
	
	
	Workplace vocabulary

	
	How and When to Call for a Job Interview
	
	
	Workplace technology.

	
	Problems in Calling
	
	
	Employer's Agreement form.

	
	How to Introduce Yourself
	
	
	Record of hours.

	
	How to Dress
	
	
	Employer's Evaluation.

	
	Resume Writing
	
	
	Profit:  How do you contribute to the corporate profit?

	
	Completing a Job Application
	
	
	Expenses:  How much does it cost to employee you?

	
	Employment testing.
	
	
	

	
	Job Interview Questions
	
	
	

	
	Thank you letter 
	
	
	

	
	Evaluating the job offer.
	
	
	

	
	Time Management - Handling Priorities in Your Life
	
	
	

	
	Money Management - "Saving for a Rainy Day"
	
	
	

	
	Completing a W4 form and I9 form.
	
	
	

	2ND QUARTER
	
	
	
	

	Job Success Skills
	
	
	WORKPLACE JOURNAL
	Weekly journal entries.

	
	Piggy Bank of Success
	
	
	Job description.

	
	What do employers want?
	
	
	SCANS skill analysis.

	
	What are your rights as an employee.
	
	
	Employer's Evaluation.

	
	Developing a work ethic.
	
	
	

	
	Your First Three Months
	
	
	Record of hours

	
	Why Attitude Matters Most
	
	
	Employer's Evaluation.

	
	Becoming a Professional
	
	
	

	
	...Developing good listening skills.
	
	
	

	
	...Developing critical thinking skills.
	
	
	

	
	...Developing problem-solving skills.
	
	
	

	
	...Developing your presentation skills.
	
	
	

	
	Getting Along with Your boss and your co-workers.
	
	
	

	
	...How to handle office politics.
	
	
	

	
	Integrity at Work
	
	
	

	
	...How to call in for an absence.
	
	
	

	
	Getting the Job Done
	
	
	

	
	Communicating Clearly
	
	
	

	
	What to Expect from Performance Reviews
	
	
	

	
	...How to ask for a raise.
	
	
	

	
	Where Do I Go from Here?
	
	
	


Career Jump Start - Spring Semester

	3RD QUARTER
	
	
	
	

	Paycheck and Taxes
	Understanding your paycheck.
	
	BECOMING AN EXPERT
	

	
	Completing the 1040 EZ Federal Tax form.
	
	ALL PHASES OF THE INDUSTRY
	Career Path

	
	Completing the NYS Short form.
	
	
	Organizational Chart

	Career Research
	
	
	
	Telephone numbers,

	
	Choosing a career
	
	
	Web page

	
	Using printed career materials.
	
	
	Mentors on your job.

	
	Using the internet for career research.
	
	
	Products and Services

	
	Choosing a career mentor.
	
	
	Marketing and Advertising

	
	Choosing a college and college major.
	
	
	Floor Plan

	
	Finding an internship.
	
	
	Competitors

	
	Who will hire you after college.
	
	
	History of Corporation

	Entrepreneurship
	
	
	
	Famous person in industry.

	
	How to Start a Business.
	
	
	

	
	How to market your business.
	
	
	Record of hours

	
	How to create a business plan.
	
	
	Employer's Evaluation.

	4TH QUARTER
	
	
	
	

	The New Rules of the
	
	
	ADVANCED WORKING 
	

	Job Search Game
	The new job market for the 21st century.
	
	RELATIONSHIPS
	Transferable skills

	
	That Was Then, This is Now.
	
	
	Long Island Employers

	
	It's Choice, Not Chance.
	
	
	Supervising Others

	
	Where are the jobs.
	
	
	State of the Industry

	
	How to use the Internet to find jobs.
	
	
	Job Outlook

	 
	The new way to find out about a great company.
	
	
	Career Portfolio

	
	A new approach to getting your foot in the door.
	
	
	Record of hours

	
	How to generate the hiring manager's interest
	
	
	Employer's Evaluation.

	
	How to survive the telephone interview.
	
	
	

	
	How to turn a "No" into a "Yes."
	
	
	

	
	How to Beat Your competition
	
	
	


