SCHOOL TO WORK COURSE OUTLINE

I. GETTING STARTED, PERSONAL CAREER DEVELOPMENT

A. Developing your Personal Profile

B. Career Interests and Direction

C. Career Research/ Presentation

II.  THE EMPLOYMENT PROCESS

A.  Resumes and Cover Letters

B.  Employment Leads

C.  Applications and Reference Lists

D.  Interviewing Skills/ Mock Interviews

E.  Follow-up Letters

III.  DEVELOPING SKILLS FOR CAREER SUCCESS

A.  Teambuilding

B.  Problem-solving

C.  Assertive Communication Skills

D.  Dealing with Conflict

E.  Time Management and Stress Management

F.  Telephone Skills

G.  Customer Service

H.  Performance Evaluation 

IV. MONEY MANAGEMENT

A.  Money Management/Budget

B.  Understanding Credit

C.  Taxes (payroll, state and federal)

D.  Personal Banking

V.  JOB SHADOWING AND ENTREPRENEURSHIP

A.  Job Shadowing/Interview Reports

B.  Entrepreneurship as a career

C.  How to write a business plan for a company

D.  Business Plan Presentations

METHODS OF EVALUATION

1.  Career Portfolio Point sheet

2.  Research reports, Job Shadowing/Interview Report and short writing assignments

3.  Mock Interviews

4.  In class assignments (workbook activities)

5.  Group Projects/Presentations/Team assignments

6.  Internet assignments

EVALUATION:

Tests, major projects, performance evaluations, papers:   80%

Quizzes and in-class or home work
  

       20%

1. Any work missed must be made up during flextime the following day. 

2. Points will be deducted on late assignments or incomplete/incorrect work.  

3. Zeroes will be given for late assignments, copied work, plagiarism, unexcused absences, or incomplete work.  (Excused absences will receive 2 more days to make up work)

EXPECTATIONS:  Be on time, Listen, Respect others, Be prepared, Give your best work, Work with others, Follow rules and directions, and always volunteer or participate.

