[image: image1.emf] Michigan Department of Education  [image: image2.emf]
             Technology-Enhanced Lesson Plan 2007
Lesson Title:  Senior Project Part Three: How will I get there?
Created by: Terrie Hazard, Kelly McMahan, and Adrina Williams
Lesson Abstract: This unit will give special needs students a tool/guide for career pathways. It will also fulfill the EDP portion of their senior project.
Subject Area:  English and Career Preparation

Grade Level:  12th (May begin working on this lesson in 9th grade depending on the ability level of the student.)
Unit Title: Senior Exit Project:  Focusing on Students with Special Needs.
Michigan Educational Technology Standards Connection: 
Basic Operations and Concepts

· Routinely apply touch-typing techniques with advanced accuracy, speed, and efficiency.

· Students proofread and edit a document using an application’s spelling and grammar checking functions.

· Use a variety of applications to plan, create, and edit a multimedia product (e.g., model, webcast, presentation, publication, or other creative work)
· Students understand that access to online learning increases educational and workplace opportunities.

Michigan High School Content Expectations Connection:

Language Arts: Strand Meaning and Communication 
CS02. HS.01Write fluently for multiple purposes to produce compositions, such as stories, poetry, personal narratives, editorials, research reports, persuasive essays, resumes, and memos.

Career and Employability Skills

CS10.HS.04 Accurately complete records/ documents to support job applications (inquiry letters resume references, evaluations and follow-up letters).

CS10.HS.05 Use a portfolio, resume, record of attendance, certificates, and/or transcript as self-marketing tools to demonstrate interest and competence.

Functional Independence English Language Arts: Extended Benchmarks
W.GN.11.EB02 Write an informational piece that focuses on a functional activity (e.g. a report, letter, opinion/reason) using

-descriptive 


-compare/contrast


-cause/effect


-enumerative


-sequential patterns that may include headings, titles, labels, photographs, or illustrations to enhance the understanding of central ideas.
W.PR.11.EB01 Set a purpose, consider audience, and replicate authors’ styles and patterns when writing narrative or informational text. 
Estimated time required to complete lesson or unit:
Two or three days depending upon the availability of aides.
Instructional resources:
The class will need to use the computer lab and samples to complete individual resumes.  *A template will be given to assist students in creating their resume.
Prior required technology skills:

Students need to have basic computer and keyboarding skills in order to complete the EDP.
Sequence of Activities:
Step 1: Explain the importance of a resume
Step 2: *Present “What is a Resume”? and samples of resumes  (Appendix A,B, & C)
Step 3: *Teacher will provide blank resume templates for students (Appendix D)
Step 4: Peer edit resumes
Step 5: Create a final copy of resume
Assessments:

· Pre-Assessment: Teacher will ask students if they believe a resume is necessary for employment
· Scoring Criteria: Class discussion
· Post-Assessment: Final resume and checklist (Appendix E)
· Scoring Criteria: Capitalization, punctuation, spelling, all components is completed and correct information .i.e.  name, address, phone number
Technology (hardware/software): Internet connected computers with word processing software.
Key Vocabulary: resume, sample, employment, management, organization, Educational Development Plan (EDP)
Application Beyond School: Students will be prepared with a plan for their futures as contributing members of society.
UDL Connections (insert in sections where applicable)

· Using “What is a Resume”? to assist steps in writing a resume.
· Sample resume are provided.

· Blank resume template to guide students with resume writing.

· Students may use Magnifier and Narrator  while working on the computer.
Teacher Reflection and Notes:

Appendix A
What is a Resume?

For Your Portfolio:  Write a quality resume.

A resume is a one- or two-page summary of education, work expereince, special skills, and other activities.  It introduces an applicant to a prospective employer, scholarship committee, or college admissions officer.  It is a “marketing tool” that is used to “sell oneself” to these people.

A resume normally includes several sections:

Heading
Your name, address, phone number, and e-mail address (if available).

Objective
A relevant, specific statement that defines the type of position you are seeking.  It can include both short- and long-term goals.  If an objective is too broad, it should be omitted all together.

Education
Information about education and training.  Include any special certifications.

Work Experience
Can be in a chronological order (with most recent experience first) or clustered by the types of work you have done.  Include both paid and volunteer work.  Include dates of employment and types of duties and tasks performed and specialized equipment used.  A brief description of what the places of employment do and how many employees they have may be included.

Special Skills
Any special qualifications that may help you secure the job.  May include information such as foreign languages, honors classes or programs, work-related classes or programs, special types of equipment or software you can operate, or certifications like CPR/First Aid.

Personal Strengths/
O
tional section which can include your strongest qualities, interests, extracurricular activities, or special accomplishments.  (Refer to “Accomplishments and Activities” folder)

References
A list of two or three individuals who can attest to your work ethics and experiences.  Be sure to get their permission.  Put these on a separate page with an appropriate heading to attach to the resume. See “List of References.”

Although the order of the sections of the resume is not mandated, the heading and objective should be first.  Most resume readers prefer you list your Education and Work Experiences with the job title, dates of employment, the former employer’s address/ phone/ fax/ e-mail/ numbers and specific responsibilities or tasks.  Personal strengths/ Enrichment Activities and References (if included) should be at the end of a resume.

Other possible headings include:


Career Objective or Professional Objective
Community and Other Activities


Position Desired
Volunteer Activities


Educational Background
Related Activities


Educational Preparation
Professional and Community Activities


Special Training
Special Honors and Distinctions


Certifications, Licenses, or Certificates
Professional (or Student) Memberships


Endorsements
Accomplishments


Computer Skills

Do not use abbreviations, except for a state two-letter designation.
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Appendix B

Judy Smith

jsmith@wvsd208.edu
9206 Zier Road
Yakima, Washington 98908
(509) 972-5999 

Job Objective:
Salesperson for retail clothing store.
Sales:
Sold magazines and novelty gifts as fundraising projects for Junior Class.


Sold advertising space to local businesses for school yearbook.

Customer Relations:
Greeted customers and seated them at local restaurant.


Handled cash register and assisted with inventory and purchasing.

Answered questions and took reservations by phone.
Organization/

Management:
Served as secretary of local Future Business Leaders of America chapter.


Provided child care for 2 children ages 7 and 5.  Planned activities for the children and prepared two healthy meals a day for them.

Work Experience:

1999-2000
Child care

(Summers)
Mrs. Kathy Smith, Yakima, WA

2001 (Summer)
Hostess/Cashier


Red Robin, Yakima, WA


Education:

West Valley High School, Yakima, WA. 




• Served as attendance aide, maintaining an accurate database




• Completed classes in keyboarding and accounting

Honors:

Honor Society




• Planned and participated in community service activities

References Available Upon Request
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Appendix C
Sue Garza
1615 Terrace Drive
Vancouver WA 98685
(360) 555-1516
sgarza@freemail.com 

OBJECTIVE
An internship with a Parks and Recreation Department. 

EDUCATION
Vancover High School
Expected Graduation: June 2003 

SKILLS
Nearly fluent in Spanish, possess a great ability to work as part of a team, able to multi-task, knowledge about handling wildlife and native plants. 

EXPERIENCE
EXPLORERS (February 2001 – Present)
Volunteered to help organize and lead groups to clear brush, rebuild shelters, and aided in preserving local estuaries and wildlife preserves.  Learned about surrounding wildlife habits and local plant biology.  Led several hikes and assisted park rangers in informational talks. 

WILDLIFE PRESERVATION SOCIETY
(June – September 2000)
Assisted in care of sick and injured wildlife, assisted front desk staff.  Provided general office assistance, helped file and record data. 

CAMPUS ACTIVITIES
Vancover High School Women’s Basketball Team (2000-2001)
Worked as part of a successful state championship team, requiring extensive leadership, discipline, teamwork, and time management skills.  Varsity Team Captain for two years (2000-2002) 

AWARDS/HONORS
Richard C. Brighton Scholarship award, 2000
Honor Roll, 2000–2003
Most Improved Player Award, 2001-2002 

References available upon request
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Appendix D

Resume Template

Name
Physical Address

City, State  Zip code

Home phone number

Email address 

OBJECTIVE:
 

EDUCATION:

Expected Graduation Date
SKILLS:

EXPERIENCE:
 

CAMPUS ACTIVITIES:
AWARDS/HONORS:
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Appendix E

Resume Checklist for _________________________________
 

Does your resume have...

 ____ Correct spelling of your name?

 ____ Correct home address

 ____ Correct home phone number

 ____ Correct school address

 ____ Correct dates of school attendance

 ____ Proper grammar

 ____ Proper punctuation

 ____ Capitalization where necessary

 ____ Correct spacing

____ Three references with correct addresses and phone numbers

Enrichment Activities 
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