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Job Skills Training
Basic Course Information

	Course Title:
	Job Skills Training

	CTE Industry Sector:
	CTE General

	Career Pathway:
	Consumer Services


	Course Level:
	x
	Introductory
	x
	Concentration
	
	Capstone


	Course Number:
	0803

	CBEDS Title:
	Consumer, Personal & Financial Services

	CBEDS Number:
	4461


	Course Hours:
	30 Hours

	Prerequisites:
	None

	Evaluation:
	1. Satisfactory completion of written assignments as evaluated by the instructor.

2 .Satisfactory progress and participation in classroom activities as evaluated by the instructor.

	Conditions for Repetition:
	Students who have failed to meet the objectives because of insufficient attendance or inability to master content may repeat the course.

	Articulation Information:
	N/A

	Articulation Credit:
	N/A

	High School elective Credit:
	No credit is offered for this course.

	Advisory Committee Meetings:
	N/A


Course Description

	This course prepares new or displaced workers for entry or reentry into the workforce by effectively marketing their job-related skills and experience to employers.  Instruction includes identification and evaluation of workplace values, interests, aptitudes and job skills.  Also included are career exploration, labor market research, and development of job-finding skills.  Confidence and a positive self-image are enhanced by supportive peer counseling and professional job search assistance.


Instructional Strategies

	Teacher lecture and demonstration
70%

Class discussions
5%

Student Completion of Classroom Assignments
20%

	


Instructional Materials

	Handouts Prepared by Instructor for Student Use/Completion

Power Point Presentations 


Career Plan:  How this Course fits into the Course Sequence 

	Sequence of Courses
	Course Level
	Primary Funding Source
	Perkins

Funded
	Total Duration

	Name of Course
	Intro.
	Concentration
	Capstone
	District/COE
	ROCP
	Yes or No
	(In hours)

	Job Skills Training
	x
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes
	30

	· Student can choose from the following groups:

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes
	


Occupations for Identified Pathway

	Pathway occupations organized by level of education and training required for workplace entry.

(Asterisked occupations require certification or licensure.)

	Postsecondary Training

(certification and/or AA degree)
	College University

(bachelor’s degree or higher)

	· None
	•
None


Course Goals

	1. Prepare an effective resume.  

	2. Prepare a Master Application completely and correctly.

	3. Be able to plan and carry out an effective job search.

	4. Learn to identify and record marketable skills.

	5. Learn how to effectively network.

	6. Learn work preferences and how to identify companies/organizations that meet personal preferences.

	7. Be able to effectively interview for jobs.

	8. Be able to effectively negotiate hourly wages, salary, and benefits and to understand the difference and negotiate “Exempt vs. Non-Exempt” salaries.

	9. Learn to use the telephone effectively as a tool in job search.

	10. Learn methods and procedures of researching companies and organizations.

	11. Learn about Grieving Process, how it affects job search, and effective techniques for overcoming depression.


Instructional Module/Unit

	Unit 1
	Resume Preparation
	Class Hrs.
	4
	Lab Hrs.
	



Description:

	Students will be instructed how to compile the information needed for a resume.  They will be shown how to assess the skills that they have and how to document them.  Once they have gathered information they will learn how to lay out an effective resume.  

	Unit 1 Competency:  Upon Completion of this unit, the student is able to:

	1. Learn what information an effective resume contains.

	2. Understand, identify and record their transferable skills.

	3. Learn how to structure a resume for most effective marketing.

	4. Create a personal skills inventory.

	5. Identify and record skills needs requiring further education or training.

	6. Learn importance of appearance of resume.

	7. Learn how to best deliver resumes, to whom, and when.


	Unit 2
	Master Application
	Class Hrs.
	2.5
	Lab Hrs.
	.5



Description

	Students will be instructed on how to read a job application and what the employer is looking for.  They will also be shown how to match up their skills with their completed resume.

	Unit 2 Competency: Upon Completion of this unit, the student is able to:

	1. Learn how to read applications to ensure proper information provided.

	2. Learn importance of ensuring information entered on applications needs to match information provided on resume and what candidate is communicating verbally to employer.

	3. Learn common mistakes job seekers make in completing applications and how to avoid them.

	4. Learn the purpose of the elements requested by employers on applications and how the information is used in the screening process.


	Unit 3
	Components of Effective Job Search
	Class Hrs.
	2
	Lab Hrs.
	



Description:

	Students will be shown the proper way to do research for a job.  They will also be instructed on each of the individual components necessary to be successful in their search. 

	Unit 3 Competency:  Upon Completion of this unit, the student is able to:

	1. Recognize the essential components of an effective job search including Proper Attitude; Preparing and Using a Job Search Strategy; Networking; Interviewing; Proper Attire for Job Search; Follow-up; and necessary Documentation to have.

	2. Learn to establish objectives, prioritize, and schedule activities related to job search.

	3. Learn to draft a well-organized and realistic plan of action for job search activities, including timelines and specific tasks and activities.

	4. Learn to create and record a time management plan and identify barriers and solutions to carrying out the plan.


	Unit 4
	Identifying Marketable Skills
	Class Hrs.
	2.0
	Lab Hrs.
	1



Description:

	Students will be shown how to identify and record the skills that will enable them to successfully market themselves.

	Unit 4 Competency:  Upon Completion of this unit, the student is able to:

	1. Identify and record marketable skills.

	2. Identify and record positive personal characteristics.

	3. Identify and record positive personal qualities.

	4. Create and practice and introductory marketing statement for employers and network to generate interviews.

	5. Create and practice additional marketing statements for effective marketing in interviews.


	Unit 5
	Networking Effectively
	Class Hrs.
	.5
	Lab Hrs.
	



Description

	Students will be shown how networking can be a valuable tool in finding a job.  They will compile a list of contacts that they will later use.  They will also be instructed on the proper techniques needed to build and maintain their network.

	Unit 5 Competency: Upon Completion of this unit, the student is able to:

	1. Understand networking and draft a list of people the student knows, or knows of, to contact in a job search.

	2. Use telephone conversation and marketing skills to develop in-person and telephoning scripts for building and maintaining an active network.


	Unit 6
	Identifying Work Preferences
	Class Hrs.
	.5
	Lab Hrs.
	.5



Description

	Students will be instructed on how to identify their personal work preferences and the proper way to communicate preferences to employer.

	Unit 6 Competency: Upon Completion of this unit, the student is able to:

	1. Identify personal work preferences.

	2. Learn to communicate work preferences to employer to communicate to employer how the company/organization was chosen for something other than just a paycheck.


	Unit 7
	Interviewing Skills
	Class Hrs.
	6
	Lab Hrs.
	1



Description:

	Students will be taught proper interviewing techniques and will practice them in the classroom setting.

	Unit 7 Competency:  Upon Completion of this unit, the student is able to:

	1. Understand and demonstrate techniques of successful interviewing by learning how to answer most troubling questions and participating in mock interviews, videotaped when possible.

	2. Critique the results of interviews by participation in class discussions.

	3. Write down and practice answers to interview questions (include in portfolio).

	4. Demonstrate in the classroom, appropriate interview and workplace attitudes, behavior, and dress.

	5. Understand how to properly close an interview and properly ask for the job.

	6. Demonstrate how to objectively critique interview to determine areas needed for improvement.

	7. Demonstrate effective procedures for following up on an interview.


	Unit 8
	Negotiations
	Class Hrs.
	1.5
	Lab Hrs.
	



Description

	Students will be instructed as to the appropriate way to communicate to employer in various scenarios.  

	Unit 8 Competency: Upon Completion of this unit, the student is able to:

	1. Identify appropriate times to discuss wages, salary, and benefits with an employer.

	2. Learn to negotiate effectively and understand “Exempt/Non-exempt” status.

	3. Learn how to appropriately handle “low-ball” offers.

	4. Learn how to appropriately handle “high-ball” offers.


	Unit 9
	Telephone Skills
	Class Hrs.
	2
	Lab Hrs.
	



Description:

	Students will be taught proper telephone etiquette as it pertains to getting a job.  They will practice these skills in the classroom setting.

	Unit 9 Competency:  Upon Completion of this unit, the student is able to:

	1. Learn how to use the phone to obtain information from a company/organization prior to contacting for a job.

	2. Learn to prepare effective scripts for cold calls and referral calls.

	3. Learn how to reach the “hiring authority” on the phone.

	4. Learn to avoid common errors when using the telephone as a tool in job search.

	5. Learn to conduct telephone interviews to obtain and schedule in-person interviews.

	6. Learn effective techniques of communicating on the telephone.


	Unit 10
	Targeting Companies/Organizations
	Class Hrs.
	2
	Lab Hrs.
	



Description:

	Students will be instructed on how to research and create a list of companies and organizations to approach for employment.

	Unit 10 Competency:  Upon Completion of this unit, the student is able to:

	1. Recognize and be able to create a “target” list of companies and organization to apply to.

	2. Recognize the steps necessary to take to prepare for contacting companies.

	3. Learn an effective approach to meeting and marketing oneself to the hiring authority.

	4. Learn to obtain referrals from employers to other employers.

	5. Learn strategy for mapping and going to companies/organization from least desired to most desired to build confidence and effectiveness heading toward desired goals.


	Unit 11
	Dealing with Stress
	Class Hrs.
	4
	Lab Hrs.
	




Description:

	Students will be instructed on techniques to successfully deal with the stress associated with losing a job or searching for a job.

	Unit 11 Competency:  Upon Completion of this unit, the student is able to:

	1. Recognize the “Grieving Cycle” people experience in losing a job.

	2. Learn effective techniques for overcoming stress and depression in job search.

	3. Learn how being caught in the “Grieving Cycle” can impede chances to successfully acquiring a job.


	Totals
	Theory Hrs.
	27
	Lab Hrs.
	3
	Total Hrs.
	30


APPENDIX A:

MATRIX FOR ALL ASPECTS OF THE INDUSTRY

All Aspects of the Industry is a key element of the Carl D. Perkins Vocational and Applied Technology Education Act and the School-to Work Opportunities Act.  Both acts emphasize giving students a comprehensive perspective and range of skills across an industry.  The Perkins Act requires programs to “provide students with strong experience in and understanding of all aspects of the industry students are preparing to enter”.  The Act identifies eight aspects in particular, which are common to any business or industry. Programs receiving Perkins funds are required to include the teaching of these concepts to provide students with the skills necessary to be successful in their employment.
STRATEGIES

Below is a matrix showing the components of “All Aspects of the Industry for the name of Course.”  A list of strategies is provided for each component.
	ASPECTS
	SEQUENCE OF COURSES 

	
	Course 1:    

Job Skills Training

	Planning
	Students will learn how to work as a team and how team work applies in the workplace.  They will also learn how to prioritize work tasks.

	Management
	Students are led through the management of class goals and objectives to complete assignments.

	Finance
	Students will learn importance or preparing an accurate and realistic budget to negotiate effectively and apply for jobs that will meet individual budget needs.

	Technical &

Production Skills
	Will learn to access information independently.

	Underlying Principles

Of Technology
	Use basic job search and computer skills to help prepare students to achieve employment.

	Labor Issues
	Examine workers’ rights and responsibilities.

	Community Issues
	Creative thinking skills will be developed through contact with the community while participating in work based learning.

	Health, Safety, &

Environmental Issues
	Awareness of State and Federal employment laws regarding health and safety.


Standards-Aligned Course: PLC work in progress
	Instruction Unit / Subunits
	Concepts/Skills
	Benchmarks


	Student Learning Outcomes
	Model Curriculum Standards

Mentioned = M  Reinforced = R  Taught = T
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