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CAREER MAJOR DECISIONS 1/2          
To write this paper, use information  you gained from your MOIS search and other sources. 

Type it in Times New Roman, size 12   Answer the questions completely in paragraphs.             1/2

Career Name

Career Pathway

1) a)
b)
c)

2)

3) Chart of your career and the 2 others from Question 1 
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CAREER MAJOR                                                          
DECISIONS 2/2         2/2

4)

5)

6)

7)
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Cover                          Cover Letter

Your name here
Your  home address 

City,  State  Zip 
Your phone number 

Your Email address username@k12.spsd.net

Date

Your Contact   
Title 
Address   
City, State  Zip  
Telephone 

Dear  Name :
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Sincerely

��������	
�����

Your Name  



RESUME
Your Name 

Address 
Saginaw MI, 48602

Your phone 
student @spsd.net

WORK OBJECTIVE :

EDUCATION : Arthur Hill High School
3115 Mackinaw St
Saginaw, MI 48602
Graduation Date: June, 2011

WORK/VOLUNTEER 
HISTORY:    Employer  

Their address  
City, State, Zip 
Phone Number 

Your job title  

Start-date=         End-date= Start-date=        End-date=

Job duties   

8/28/2008 cpw_voc.ppt    scl6
Resume 

Job duties   

SKILLS/ 
EXPERIENCE:

AWARDS/HONORS:

INTERESTS:         

REFERENCES:
Name 
Title 

Address 
City, State  Zip 

Telephone 
Email 



Thank You Letter

Your name  
Your  home address  

City, State  Zip  
Your phone number  
Your Email address  

Date 

Your Contact   
Title 
Address   
City, State  Zip  

Dear  Name :

Sincerely

Thank You Letter

8/28/2008 cpw_voc.ppt    scl7

Sincerely

��������	
�����

Your Name  



We consider applicants for all positions without regard to race, color, religion, sex, national origin, age, marital or veteran 
status, the presence of a non-job related medical condition or handicap, or any other legally protected status.

(PLEASE PRINT)

Position(s) Applied For Date of Application

How Did You Learn About Us?

Advertisement Friend Walk-In

Employment Agency Relative Other 

Last Name First Name Middle Name

Address   Number Street City State Zip Code

Telephone Number(s) Social Security Number

1 2 3 4 5 6 7 8 9

If you are under 18 years of age, can you provide required

Application for Employment
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If you are under 18 years of age, can you provide required

proof of your eligibility to work? Yes No

Have you ever filed an application with us before? Yes No

If Yes, give date 

Have you ever been employed with us before? Yes No

If Yes, give date 

Are you currently employed? Yes No

May we contact your present employer? Yes No

Are you prevented from lawfully becoming employed in this country because of Visa or Immigration 
Status? Yes No

Proof of citizenship or immigration status will be required upon employment.

On what date would you be available for work?

Are you available to work: Full Time  Part time  Shift Work Temporary

Are you currently on “lay-off” status and subject to recall? Yes No

Can you travel if a job requires it? Yes No

Have you been convicted of a felony within the last 7 years? Yes No
Conviction will not necessarily disqualify an applicant from employment.

If Yes, please explain

WE ARE AN EQUAL OPPORTUNITY EMPLOYER



Application, page 2Education Elementary School High School
Undergraduate

College / University 
Graduate / 

Professional

School Name and Location 

Years Completed 4 5 6 7 8 9 10 11 12 1 2 3 4 1 2 3 4

Diploma / Degree

Describe Course of Study

Describe any specialized training, 
apprenticeship, skills and extra-
curricular activities
Describe any honors you have 
received
State any additional information 
you feel may be helpful to us in 
considering your application

Why should they hire you??????

Indicate any foreign languages you can speak, read and / or write

FLUENT GOOD FAIR
SPEAK English

READ

WRITE

List professional, trade, business or civic activities and office held.
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List professional, trade, business or civic activities and office held.
You may exclude memberships which would reveal sex, race, religion, national origin, age, ancestry, or handicap or 
other protected status:

References

Give name, address (street, city, state & zip)  and telephone number of three references who are not related to you 
and are not previous employers.

1. 

2. 

3.

Have you ever had any job related training in the United States military? Yes No

If Yes, please describe 

Are you physically or otherwise unable to perform the duties of the job for which you 
are applying? Yes No
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CA-7 for 16 and 17 years of age Regular / Temporary 

Directions: Please print
FILL IN SECTION II: TO BE COMPLED  BY APPLICANT ONL Y

Permit Number for school 
use (optional)`

Section 1: To Be completed by the Employer
Name of Business Address City Zip

Applicant’s Job Title Will minor be working under an existing Michigan Department of Consumer and industry Services-granted hour 
deviation?  [     ] No    [     ] Yes (copy attached) If yes, hours listed require the hour deviation and parent/guardian 
consent.

Hourly Wage Hours of Employment:
Total per week

Job Duties/Tasks to be performed by minor Earliest Starting Time
Latest Ending Time

am/pm

am/pm

Employer Signature
(x) 

Title                     Date

Telephone    (          )

Employer Information:

- The employer must have a completed work permit form before a minor begins work.

- The employer must provide competent adult supervision at all times.

- The employer of the minor must comply with federal, state, and local laws and regulations, including nondiscrimination against any applicant or employee 
because of race color, sex, age, religion, marital status, national origin ancestry or disability

Section II: To be completed by Applicant
Name of Minor Address City Zip
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Name of Minor Address City Zip

Name of School* Address City Zip

Arthur Hill 3115 Mackinaw  Saginaw 48602

Age Date of Birth
School Status (check one) Last Grade Completed

[  x ] in school        [       ] left school

8th Grade

Signature of Minor Name(s) of Parent(s)n Guardian(s)


������

*present or last attended

Section III: To be completed by School’s Issuing Officer

This is to certify that: Evidence of Age confirmed by: Number of 
Hours in 
School 
(per week)

(1) The minor personally appeared before me. (issuing officer checks one)

(2) this form was properly completed. [    ] Birth Certificate            [   ] Certificate of

(3) Listed job duties are in compliance with state and [    ] Driver’s License                         Arrival in the U.S.

federal laws and regulations. [    ] School Record               [   ] Other

(4) Listed hours are in compliance with state and [    ] Baptismal Certificate
[    ] Hospital Record of Birthfederal laws and regulations.  

(5) This form was signed by student and employer,
and I authorize the issuance of this work permit.

Signature of Issuing Officer
(x)
Issue Date:

School
Address
City, State, Zip
Telephone (          )



Checklist of Job Duties According to Age

This chart of jobs duties outlines whether the task can be performed according to the age of the individual/ 
18+ year olds can perform all jobs and job duties below.

Job Or Job Duty
Age

14 or 15
Age

16 or 17
Job Or Job Duty

Age
14 or 15

Age
16 or 17

Use a hammer Yes Yes Use a power air blower No Yes

Use a pair of pliers Yes Yes Use a pick axe No Yes

Use a computer Yes Yes Use a chair saw No No

Use a typewriter Yes Yes Use a circular saw No No

Use a leaf rake Yes Yes Use a hack saw Yes Yes

Use a claw rake Yes Yes Use a hand saw No Yes

Use a shovel Yes Yes Use a staple gun No Yes

Use a garden hoe Yes Yes Work on a roof No No

Use a tape measure Yes Yes Use a knife No No

Use a vise Yes Yes Use a stove or oven No Yes

Use a wheelbarrow Yes Yes Use electric or gas edger No Yes

Job Duties Checklist           Employers want to hire people who have these skills

8/28/2008 cpw_voc.ppt    scl11 Job Duties 
Checklist

Use a wheelbarrow Yes Yes Use electric or gas edger No Yes

Use a wrench Yes Yes Use electric clipping shears No Yes

Use a paint brush Yes Yes Use a floor scrubber No Yes

Use a paint roller Yes Yes Use a powered lawn edger No Yes

Use a push lawn mower (No motor) Yes Yes Use a copy machine Yes Yes

Use a push power lawn mower Yes Yes Use a postage meter Yes Yes

Use a pair of channel locks Yes Yes Use a scaffold No Yes

Use a screwdriver Yes Yes Drive a car or truck No No

Cook food Yes Yes Drive a tractor (training) No Yes

Serve food Yes Yes Load or unload goods No Yes

Use hand clipping shears Yes Yes Use a food slicer or grinder No No

Use a garden hose Yes Yes Use a food chopper or cutter No No

Use a wrench Yes Yes Work under a hoist or jack No Yes

Climb a ladder Yes Yes Perform office or clerical work Yes Yes

Use a riding power lawn mower Yes Yes Use a dishwasher Yes Yes

Use a axe No No Clean, wash and polish cars Yes Yes

Lift more than 35 pounds Yes Yes Dispense gasoline and oil Yes Yes

Use a cash register Yes Yes



Employability Skills Self-Assessment

Name Date

Grade 9 10 11 Student Number 

Place a check by each of the employability skills below that you feel confident you 
possess.

Teamwork Skills
1. Ability to work independently
2. Ability to work with others
3. Respectful listener

Communication Skills 
1. Ability to communicate verbally
2. Ability to communicate in writing

3. Ability to locate information

Personal Management Skills
1. Attend school regularly and be on time
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1. Attend school regularly and be on time
2. Demonstrate Self-control
3. Follow oral/written instructions
4. Able to learn new skills

Column Total

List 3 of your best skills.

1.

2.

3.

List 3 skills needing improvement.

1.

2.

3.



                  Complete the chart below for your  interests, hobbies & occupations

1) List Interest/Hobby 
/Volunteer Activity Names 
Here                                                                               
2) Mark an "X" next to the 
workplace skill used in that 
activity.  Employability Skills

d
o

ub
le

 c
lic

k 
on

 m
e 

> > > > P
la

yi
ng

 g
am

es
 

(e
xa

m
pl

e)

Apply communication skills: 
read, write, speak, listen  x

Perform mathematical 
processes x

Apply science or social 
studies skills

Solve non-math problems: 
find & use information for a x

Employability Skills Chart Employers want to hire people who have these skills
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Employability Chart 

purpose
x

Demonstrate personal 
responsibility and integrity x

Show organizational skills x

Demonstrate flexibility and 
initative x

Identify and pursue career 
goals

Teamwork: Negotiate, 
contribute, lead effectively, 
follow

x

Value people from diverse 
backgrounds x



Totals CPW pg. 41

A. Intelligence

B. Intelligence

C. Intelligence

D. Intelligence

E. Intelligence

F.  Intrapersonal Intelligence

G. Intelligence

Identifying Your Learning Styles 

3

4

5

6

A

B

C

D

CPW

Write the name of a Learning Style

I  learn best by I do NOT  learn best by

1. 1.

2. 2.

3.

8/28/2008 cpw_voc.ppt    scl14

0

1

2

TOTALS

E

F

G

A = Linguistic or verbal, these people learn best through the use of words

B = Mathematical or logic, these people like to work with numbers and figure-out problems

C = Visual-Spatial, these people picture things in their minds and understand the -use of space  (Not 
outer-space)

D = Kinesthetic-Bodily, these people use touch and movement  to understand their world

E = Musical-Auditory, they learn best from hearing things words, music, rhythm, sound

F = Intrapersonal. Intra-means “within”, they learn best by thinking and figuring out complications                             

G = Interpersonal. Inter- means “between”, they learn best  in groups through discussion

Intrapersonal



Autobiography   1/2

I. PERSONAL DATA:

II.WORK  EXPERIENCE :

III. EDUCATION : 

IV. LEISURE-TIME AND EXTRA-CURRICULAR ACTIVITIES
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Autobiography continued  2/2

V. PARENTS AND SIGNIFICANT OTHERS :

VI. CHILDHOOD INTERESTS : 

VII.  LIFE-ROLES :

VIII. SELF-ASSESSMENT:

Additions:

8/28/2008 cpw_voc.ppt    scl16



Title  --

1)What Happened?

2) How do you feel about it?

3) How can you relate to the events and 
situations presented in the video?

4) State a situation and describe how you would 
handle it differently. 

1

2

3

4

Reflective Paper(1)
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Title  ________________________________________

1)What Happened?

2) How do you feel about it?

3) How can you relate to the events and 
situations presented in the video?

4) State a situation and describe how you would 
handle it differently. 

1

2

3

4

Reflective Paper(2)
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Sequence Chart

Fill in the boxes with the major events, relevant characters, and import details.
If the box isn’t big enough connect the details to the box with an arrow.           
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Sequence Chart

Sequence Chart

Into Thin Air

Fill in the boxes with the major events, relevant characters, and import details.
If the box isn’t big enough connect the details to the box with an arrow.           
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Venn Diagram Up Against the Wall 1
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Up Against the Wall Venn 2
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Venn Diagram Teacher Mark
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Venn Diagram Chinese Culture 
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Sequence Chart  Temptations 1

Fill in the boxes with the major events, relevant characters, and import details.
If the box isn’t big enough connect the details to the box with an arrow.           

8/28/2008 ( SPS ) AHHS                      cpw_lifeskills.ppt    scl
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Fill in the boxes with the major events, relevant characters, and import details.
If the box isn’t big enough connect the details to the box with an arrow.           

Sequence Chart  Temptations 2
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Sequence Chart  Temptations 3

Fill in the boxes with the major events, relevant characters, and import details.
If the box isn’t big enough connect the details to the box with an arrow.           

8/28/2008 ( SPS ) AHHS                      cpw_lifeskills.ppt    scl
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Sequence Chart  Temptations 4

Fill in the boxes with the major events, relevant characters, and import details.
If the box isn’t big enough connect the details to the box with an arrow.           

8/28/2008 ( SPS ) AHHS                      cpw_lifeskills.ppt    scl
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Videos 

Worksheets

The Unit Organizer

1. What are the guidelines for making good choices
2. Identify community recourses
3. Understand consequences of poor decisions
4. Explain how to promote abstinences in yourself ( i.e. drugs, sex, 

bullying, gateway drugs, street drugs, fight clubs.)

29



scan or insert belowHigh School Success  etc.
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Other 9th grade paper- C or better - scan or insert below 

(report card, transcripts, documentation of extra-curricular participation, name in a 
school program, letters of recommendation
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Personal Achievement  (Award) - scan or insert below 
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Career Planning Survey Results - scan or insert below 
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