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5 5 5
Directions for accessing Career Cruising, and ACTdst prep.
Click on the interneticon or spsd icon
Go to spsd.net
Click on students tab
Click on moodle on the right hand side
Click on Arthur Hill
Click on Nichols’ Career Forward
Put in username and pass code
Click on Career Cruising
Enter username arthurhill and password spsd
Click on EDP
For username put in your last name and first initial such as: nicholsJ
For password put in your birth date, two digits for month, two digits for ddyaur digits for year, such as:
02111925
Click on Resume Builder and fill in each page remembering toessletime.
Then click on Career Preparation Career Pathways and choseaaéirsecond choice for career pathways.
Then click on Career and Lifetime Goals and type in the inform@®isure to save.
The resume, Career Pathways and Career and Lifetime Geatsyaired by the district.

SAEETY HINTS Directions to access Career Forward from any computer:
www.spsd.net+ Student tab
Always lock your workstation computef}f +Moodle — located in the blue Quick links box on the right side of the|
by holding down Ctrl & Alt keys then computer screen.
press Delete key once — a box will appeg +Arthur Hill High School +Nichols’ Career Forward
with a choice to Lock-workstation or +Put in your password (the same one you use for your student accg
Change password! +Click on Career Forward

8/28/2008 3 (SPS ) AHHS cpw_lifeskillstppscl
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CAREER-- MAJOR DECISIONS Points / P 112

P /|5
(Use Career Cruising, computer career search, Occupational Handbodkr answers)
1. Write a descriptive paragraph for each of the following
a) your career
b) & c) two other careers that you could possibly be interest in pursuing.
Your Career Pathway Name or Number
a)
b)
c)

2. Describe the educational and/or training requirements in youselected career.

3. Describe the possible earning in your career and your other psible career choices (see #1).

8/28/2008 4 (SPS ) AHHS cpw_lifeskills.ppscl



Page 2 CMDecision Points/ P P

/5
CAREER MAJOR DECISIONS (Use Occupational Outlook Handbook on Moodle page to answer this question
Page 2/2
4. Describe the job outlook for your selected career choice.
5 Describe three skills and/or abilities that you have that codlbe of use in your selected career.
" RefertoE

6. Describe three skills and abilities that you must improve upn in order to be successful in your
chosen career.

7. Describe the subjects you need to focus on while in highhsol to help prepare you for your future.

5 (SPS ) AHHS cpw_lifeskills.ppscl
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Cover Letter Examples

This is an example of Block Style

Your Street Addres : .
City, State Zip cod{ 2. SKip a line between each

1. Aligned everything with left margin.

/

Telephone Number paragraph/return.
Email Address —_ ] .
This is the style you will use for Life
Month, Day, Year Skills
Mr./Ms./Dr. FirstName LastName
Title

Name of Organization
Street or P. O. Box Address
City, State Zip Code

Dear Mr./Ms./Dr. LastName:
Opening paragraph: State why you are writing; how kearned of the organization or position, anddagormation about yourself,

2nd paragraph: Tell why you are interested in thpleyer or type of work the employer does (Simpétiag that you are interested
does not tell why, and can sound like a form |¢tBemonstrate that you know enough about the eyeplor position to relate your
background to the employer or position. Mentionciequalifications which make you a good fit fihre employer’s needs. This is
an opportunity to explain in more detail relevadatris in your resume. Refer to the fact that yosumee is enclosed. Mention other
enclosures if such are required to apply for atjosi

3rd paragraph: Indicate that you would like theaymnity to interview for a position or to talk Wwithe employer to learn more
about their opportunities or hiring plans. Statetwou will do to follow up, such as telephone émeployer within two weeks. If
you will be in the employer’s location and couldeofto schedule a visit, indicate when. State yloat would be glad to provide the
employer with any additional information neededaiik the employer for her/his consideration.

Sincerely

3115 Mackinaw St.
Saginaw, Michigan 486(

Hilla@spsd.net Each paragraph is indented.

June 23, 2005

(989) 399 - 5300 This is an example of Indent Style.

~

/

Mrs. Cheryl Smith

Mid Michigan Veterinary Clinic
3304 Davenport St.

Saginaw, Michigan 48602

Dear Mrs. Smith,

| am writing to request an interview with your coamy. | am interested in working as a veterinagistant. |
feel my training and education would make me aafales employee with your company. | have heard npagjtive
things about Mid Michigan Veterinary Clinic and wdlike and opportunity to interview for a positian your clinic.

Through school programs, | have received trainingva veterinary clinics. | assisted with cleanizapes,
sterilizing and washing instruments, stocking, aetlup for surgeries. | have gained much handsxperience. |
am dependable, have excellent attendance and ejdyng with animals.

Enclosed is a copy of my resume, which more fultadls my qualifications for this position. | loddrward to
talking to you in regards to the Veterinary Assistposition. Within the next week, | will contaady to verify that
you received my resume and to schedule an interviehrank you for your time and consideration.

Sincerely,

Arthur Hill
Enclosure

8/28/2008 6 (SPS ) AHHS cpw_lifeskills.ppscl



Cover Letter

Your Name >

Points/ P P

/

5

Address >

City, State Zip >

Telephone >

Email>

< Date

< Your Contact

< Person’s Job Title

<Address

< City, State, Zip

Dear

Sincerely,

(Write your Name)

<Type Your Name>

8/28/2008 7
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Samples Objective Statements

CAUTION: Please DO NOT COPY these samples exactly. Insteadhem to explore your options.

Career Objective
To obtain a position in food service.

Objective
I would like to become a custodial care workerjtfam lawn care maintenance.

Profile
| would like to work part time as a veterinary assit.

Objective
Seeking a position as a clerical assistant.

Career Objective
| am seeking a position at your radio station d&h jockey, or DJ . ssi. tan

Objective
| would like a job in a Day Care Cer’:r.

Objective
An entry level position in the retail ina _.stry.

Work History ~ ~~ e ~— ~
Even if you have not work outside your home, thinlof lawn mowing etc.

Name person __Mr. & Mrs. Need-a-Sitter

11/3/03-present Their address___1234 lll-Pay-You-Anything St.

Full/Summer Your job title__Child care provider

Part/Winters The job duties_ Day & night care for 2children ages 2 & 5

6/1/03-1/1/04 Name of Company Home LifeMs. Mother -
Daily Their address___write the address -

Your job title__Home cooking & cleaning department -
The job duties.__Kitchen cook & clean, house vacuumg, trash maintenance

WORK Waiter, Boudreaux's, Blacksburg, VA Fall 2002 — present
EXPERIENCE -Work 20 hours per week to help fund college education.

Self-employed , Lawn care business, Frederick, MD Summer 2002
- Solicited business through cold calls and visits.

-Increased customer base through referrals for quality work.
-Performed all necessary equipment maintenance and repairs.

- Covered all expenses and yielded net profit of $4000.

Server, Family Restaurant, Frederick, MD, 1999 — 2001, High school &
summers

- Trained on and used excellent customer service practices in fast-paced, work
environment.

- Participated in corporate program to increase sales; achieved all sales goals.
-Worked 40 or more hours per week in summers; worked 15 hours per week
during school year.

http://www.career.vt.edu/JOBSEARC/Resumes/formats.htm#samples

(SPS ) AHHS cpw_lifeskills.ppscl
8/28/2008 8



RESUME

Your name >

Points/ P P

[

5

Your home address >
City, State Zip >

Your phone number >

Your Email address >

WORK OBJECTIVE :

EDUCATION :

Arthur Hill High School
3115 Mackinaw St
Saginaw, Ml 48602
Graduation Date: June

WORK/ Employer 3

v

VOLUNTEE

Start & Sto
R HISTORY:

Dates:

[=)

A\

Street Address|

City, State, Zip

\Y

Phone Numbe

>

Your job title 3

Job duties

SKILLS/ EXPERIENCE:

What skills and experience dg
you have that would be usefu

for this particular job?

AWARDS/HONORS:

Have you received any specig

recognition for something tha

you've done? Did you receive

any awards?

INTERESTS:

What are your interests? Tal

e

this information from your
interest graph (CPW)

REFERENCES:

Name »

Title >

Teacher

Counselor

Address £3115 Mackinaw St

3115 Mackinaw St.

City, State Zip p

Saginaw, Ml 48602

Saginaw, Ml 48602

Telephone p

399-

399-

Email >

@spsd.net

@spsd.

net

8/28/2008
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The following is an example of a Thank-You lettieat you would write after you have had
an interview. The letter uses Block Style — note that the infoomagialigned with the left
margin. Each area is single spaced and there is a open-line betwe@ar@@raph and area.

Example Thank-You Arthur J. Hill
3115 Mackinaw St. Inside Addressis
Saginaw, MI 48602 your address —
(989) 399- 5800 Include your Email

May 23, 2005

Mrs. Phyllis Stevens, Direc - -

Covenant Child Care Center Business Addresss the address of the person to

1447 N. Harrison St whom you are writing.

Saginaw, Ml 48602 Use the persons Job Title and the name of the

company/organization.
Dear Mrs. Stevens: pany/org

Thank you very much for taking the time Monday teetwith me. | enjoyed touring Covenant HealthGare’
Child Care Center and learning of Covenant’s pbipbsy in regards to Child Care. | appreciated yaking the
time to review my portfolio and resume.

Based on what | saw Monday, | really would enjoykilng at Covenant. As a reminder, | am enclosiicgy of
my resume. | have had experience working at mysday care as well as some training Covenantitd@are
while | was in high school. | will be availablerfemployment following graduation this June.

| appreciated you taking the time to meet with rham very interested in being considered for eyplent with
Covenant. Over the next few months, | will stagamtact with you in hopes that an opportunity W#él available
to join your firm. Thank you again for your time.

Sincerely,

Arthur Hill
Arthur Hill

For Life Skills class, instead of writing a follow-up Thank-You letter, yaulwe writing a Thank-
you letter to one of the speakers we have had in class. Use the Block Stybtiwe and the

information below to write your Thank-You letter. You will be using BlocKet) align
information with the left margin. 2) Leave a line after paragraph/return.

Inside Address (Your Address)

Date

Business Address (The person you are writing to)

Dear ____ :(note thisis a colon not a comma, write to a person- Not to Wimay Concern)

Paragraph 1 — Thank you for speaking in the Life Skills Class. btettie date the speaker came and the
topic. There should be at least 3 sentences. .

Paragraph 2 — Mention 3 things you learned from the presentation. Bicsg®et give descriptions. There
: should be at least 4 sentences for this paragraph. i

Paragraph 3 — Tell how you will use the information — either now or ifutiee. Then add another Thank-
you. There should be at least 3 sentences. :

Sincerely,
(leave 3 lines for you to sign your name)
TypeyourName ..........................................................................................................................................................................................................

8/28/2008 10 (SPS ) AHHS cpw_lifeskills.ppscl



Thank You

Your Name >

Points/ P P

/

5

Address >

City, State Zip >

Telephone >

Email>

< Date

< Your Contact

< Person’s Job Title

<Address

< City, State, Zip

Dear

Sincerely,

(Write your Name)

<Type Your Name>

8/28/2008 1 1
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Application for Employment

Points/ P P / 5

r
- We consider applicants for all positions without regrd to race, color, religion, sex, national originage, marital or veteran

. status, the presence of a non-job related medicabrdition or handicap, or any other legally protectel 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

If you are under 18 years of age, can you provédgiired

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 employedhis country because of Visa or Immigration

Status? Yes |:| No

Proof of citizenship or immigration status will be required upon enployment.
On what date would you be available for work?
Are you available to work: |:| Full Time |:| Part time|:| ifsNVork |:| Temporary

Are you currently on “lay-off” status and subjeatrecall?
Can you travel if a job requires it?

Have you been convicted of a felony within the lagears?
Conviction will not necessarily disqualify an applicant from employnent.

If Yes, please explain

|:| Yes |:| No
|:| Yes |:| No

WE ARE AN EQUAL OPPORTUNITY EMPLOYER

8/28/2008
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Page 2 of Application /5

Undergraduate
College / University

Education Elementary School High School Graduate / ProfessioLaI

ISchool Name and Location

(1
(o))

~
o
7N
[any
o
[N
=
=
N
=
1”5
1=
[y
N
w
N

Years Completed 4

Diploma / Degree

Describe Course of Study

Describe any specialized training,
apprenticeship, skills and extra-
curricular activities

Describe any honors you have receiyed

State any additional information you
feel may be helpful to us in consider|ng
your application

Indicate any foreign languages you can speak,aadd or write

FLUENT GOOD FAIR

SPEAK

READ

WRITE

List professional, trade, business or civic adtgitand office held.

You may exclude memberships which would reveal sage, religion, national origin, age, ancestry, tilandicap or other protected
status:

References

Give name, address and telephone number of thierenees who are not related to you and are netqure employers.

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

If Yes, please describe

Are you physically or otherwise unable to perfoima tuties of the job for which you are applying? Yes No

13
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Child Labor Laws

CHILD LABOR LAWS

An employee must be at least 16 years old to work in most non-farranpdiet least 18 to work in non-farm
jobs declared hazardous by the Secretary of Labor. Youths 14 and 15 glgaes/alork outside scho
hours in various non-manufacturing, non-mining, non-hazardous jobs under the followtligons:

No more than-
3 hours on a school day or 18 hours in a school week;
8 hours on a non-school day or 40 hours in a non-school week.

Also, work may not begin before 7 a.m. or end after 7 p.m., except from Junehtthabgr Day, when
evening, hours are extended to 9 p.m. Different rules apply in agraldtaployment.

Enforcement

The Department of Labor may recover back wages either adrativsty or thought court action, for the
employees that have been underpaid in violation of the law. Violationsasalt in civil or criminal action.

Fines of up to $10,000 per violation may be assessed against emplbger®iate the child labor provisions
of the law and up to $1,000 per violation against employers who willfulgpeatedly violate the minimum
wage or overtime pay provisions. This law prohibits discriminat@anst or discharging workers who file a
complaint or participate in any proceedings under the Act.

Certain occupations and establishments are exempt from the miningsrawa/or overtime pay provisions.
Note: - Special provisions apply to workers in American Samoa.
- Where state lay requires a higher minimum wage, the higher stizaqjalres.

For Additional information, Contact the wage and Hour Division officeestgou —listed in you telephone
directory under United States Government, Labor Department.

This poster may be viewed on the world wide web at this address:
http://www.dol.gov/esa/minwage/america.htm#Michigan
http://www.kidzonline.org/streamingfutures/

SPS ) AHHS cpw_lifeskills.ppscl
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CA-7 for 16 and 17 years of age

Directions: Please print

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

Section 1: To Be completed by the Employer

Points/ P P
/[ 5

Regular / Temporary

Permit Number for school
use (optional)’

Name of Business Address

City Zip

Applicant’s Job Title
No [

Will minor be working under amisting Michigan Department of Consumer and inguServices-granted hour deviation? [
] Yes (copy attached) If yes, hourggésrequire the hour deviation and parent/guarciesent.

Hourly Wage

Hours of Employment:
Total per week

Job Duties/Tasks to be performed by minor

Earliest Starting Time am/pm
Latest Ending Time
am/pm
Employer Signature
()
Title Date
Telephone ( )

Employer Information:

- The employer must have a completed work permihfbefore a minor begins work.

- The employer must provide competent adult supienviat all times.

- The employer of the minor must comply with fedesthte, and local laws and regulations, inclugiogdiscrimination against any applicant or empldyeeause
of race color, sex, age, religion, marital stahsgjonal origin ancestry or disability

Section Il: To be completed by Applican
Name of Minor Address

Name of School* Address

School Status (check one)

Age Date of Birth )
[ ]in school [

Signature of Minor
)
*present or last attended

Section IlI: To be completed by School’s Issuindicai

] left school

City Zip

City Zip

Last Grade Completed

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

[This is to certify that:

(1) The minor personally appeared before me.

(2) this form was properly completed.

(3) Listed job duties are in compliance with statel
federal laws and regulations.

(4) Listed hours are in compliance with state and
federal laws and regulations.

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

Signature of Issuing Officer

[ 1School Record

[ ] Hospital Record of Birth

Evidence of Age confirmed by:

Number of
(issuing officer checks one) Hours in
[ ]Birth Certificate [ ] Certifite of az*;ovs"aek)

Arrival in the U.S.
[ ]Other

[ ] Driver's License

] Baptismal Certificate

School
X) Address
ssue Date: City, State, Zip
Telephone ( )
8/28/2008 15
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Job Checklist

Points / Possible Point
/ 5

Checklist of Job Duties According to Age

This chart of job duties. Column 1 shows what a typical 14-15 year old camogcolumn 2 shows
what a typical 16-17 year old can do.

Directions: if you can perform this task, highlight in BOTH age colimns, if you can not, leave it
blank

Job Or Job Duty 12 2?15 1(;A gf 17 Job Or Job Duty 12 g(ralf 16A gre 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 wheelbarrc Yes Yes Use electric or gas ed( 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 motpr)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 cuttef No No
Use a wrench Yes Yes Work under a hoist or jack No Yes
Climb a ladder Yes Yes Perform office or clerical wotk 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 reqister Yes Yes

16
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Points/ P P

Employability Skills Self-Assessment -

Name Date

Grade 9 10 11 Student Number

Place a check by each of the employability skills below that you dedéident you
pOSSsess.

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
2.| Demonstrate Se-contro
3.| Follow oral/written instructions
4. Able to learn new skills

Column Total

List 3 of your best skills.

List 3 skills needing improvement.

8/28/2008 17 (SPS) AHHS cpw_lifeskills.ppscl
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Employability Skills Chart

Employers w ant to hire people w ho have these skills
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

(ex. 90
)(é)/hp/e)a,hes

P Wip

Apply communication skills:
read, write, speak, listen

X

Perform mathematical
processes

Apply science or social
studies skills

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

Demonstrate personal
responsibility and integrity

Show organizational skills

Demonstrate flexibility and
initative

Identify and pursue career
goals

Teamwork: Negotiate,
contribute, lead effectively,
follow

Value people from diverse
backgrounds

18
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Points / Possible Point
Identifying Your Learning Styles /

These questions will help you identify the best ways that you leal@TM® trueabout you write a “+”.
Sometimes true and sometimes false leave Blank Mostlydbtsat you write a “0”
To get full credit, you need to follow all the underlined directions.

______ 1. rdrather draw a map than give someone verbal directions.
2. Ifl'am angry or happy, | usually know why.

3. I can play a musical instrument.

4. |l compose songs, or raps and perform them.

5. I can add or multiply quickly in my head.

__ 6. I'helpfriends deal with feelings because | deal with my alindge well.
7. llike to work with calculators and computers.

8. I pick up new dance steps quickly.

__ 9. It's easy for me to say what | think in an argument or debate.
_____10. I am sensitive to the moods of others.

__11. I know north from south no matter where | am.

___12. Ilike to gather together groups of people for parties or speerds.
__13. Ilisten to music on the radio, CDs or Ipod for much of the day.
___14. I understand the drawings that come with gadgets or appliances.
15, I like to work puzzles and play games.

____16. Learning toride a bike (or skateboard or to skate) was easy.
__17. I amirritated when | hear an argument or statement the soogidsli!
___18. Ican convince people to follow my plans.

____19. My sense of balance and coordination is good.

__20. I often see patterns and relationships between numbers fasténénsn
____21. I enjoy building models (or sculpting or working with my hands).
__ 22. Ilike word games and puns.

__23. I canlook at an object one way and in my mind | can see it &uroiger direction.
24, | canidentify when there is a key change in a song.

__ 25. I like to work with numbers and add & subtract.

___26. Ilike to sit quietly and reflect on my feelings.

__27. Justlooking at shapes of buildings and structures is pleasurabéle to
___ 28. Illike to hum, whistle, and sing in the shower or when I'm alone.
___29. I'mgood at athletics.

____30. I enjoy writing detailed letters to friends.

____31. I'musually aware of the expressions on my face.

_____32. I'm sensitive to the expressions on other people’s faces.

____33. I stay in touch with my moods. | have no trouble identifying them.
______34. |l enjoy a good lecture, speech, or sermon.

____35. I have a good sense of what others think of me.

_____36. llearnedto read at an early age.

8/28/2008 19 (SPS) AHHS cpw_lfeskills.ppscl



Points / Possible Point
/

Page 2 Identifying

37. | enjoy doing experiments.

38. | enjoy doing mazes.

39. | enjoy role-playing or acting out class assignments.
40. | enjoy listening to stories.

41. I'd rather do projects by myself than with a group.
42. | learn more when | discuss things with others.

Scoring Your Learning Styles
Put an X in the box for each item you marked with a “+”. Add up he number of “Xs.” A total of five “Xs” in

any category indicates a strong style. Total Xs
9 17 22 30 34 36 A Linguistic
5 7 15 20 25 37 B Mathematical
1 11 14 23 27 38 c Visual-Spatial
8 16 19 21 29 39 D Kinesthetic
3 4 13 24 28 40 E Musical
2 6 26 31 33 41 F Intrapersonal
10 12 18 32 35 42 G Interpersonal

There are numerous different Learning Style surveys and waygdbjple learn. This is just one way of
analyzing the way you might best learn. (You will need to know the defisiend examples of these
learning styles for the final exa

Write the name of the learning style on the appropriate line
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 fagurproblems

SC':Iozlc\‘/a'ssuaI-SpatiaI, these people picture things in their minds and usmoiétste use of space (Not outer-

D = Kinesthetic-Bodily, these people use touch and
movement to understand their world How could knowing your learning style help you? ¥ paragraph

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

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

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

Write the name of a Learning Style

| learn best by I do NOT learn best by
1. 1.

2. 2.

3.

20 (SPS ) AHHS cpw_lifeskills.ppscl
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AUTOBIOGRAPHY Points /P P

/ 5 pg. 1/3
I. PERSONAL DATA: Start with your full name, address, birth date, dgight, sex, physical characteristics, telephamaber and other basic
information. Write down information that makes yanique (different from other students your age)it$\tlown how long you have lived in

Saginaw, Michigan. How has your community influeshgeu in what you want to do in the future? Howrfiagour community influenced
you in your choice of a future career? What typeaseer will you be involved within ten years?

Ill. WORK EXPERIENCE: Start writing down the work experiences that youehad. Include all work, with dates, the possitdees of
people that you worked for, your duties and resjiilities, special achievements, and names of sugeans. What did you like most about

working? What did you like the least about workingyRat kind of fund raising events have you beemwlved in for school or community?
What kind of volunteer work have you done? Whatehgou learned about yourself from working?

EDUCATION : List the-elementary schools, middle schools agti Bchools that you have attended. Write dowrgtades that you attended
each school. Write down the locations of the schidgame the courses and the teachers that youbigstdn elementary and middle school.
Name the courses that you liked the least in eléamgmnd middle school. What special talents olites have you acquired (writing,

research, speaking, using numbers, Organizingitesivplaying music, foreign language, skills, i@sfements, athletic accomplishments and
so forth)? What are your favorite courses and texacko far at Arthur Hill High School?

8/28/2008
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AUTOBIOGRAPHY Points / P P

[__5_ pg.2/3

IV. LEISURE-TIME AND EXTRA-CURRICULAR ACTIVITIES : Write down the activities that you do in your
free time. Include memberships in clubs, hobbies, recreational pusguitts and so forth. What is your favorite
leisure- time activity? What is your favorite television pang? Why? What kind of books and/or magazines do
you like? Why? What is your favorite kind of music? Why do you like iz of music?

V. PARENTS AND SIGNIFICANT OTHERS : What is your father's career? What is your mother's cavéey?
does your mother and father's career interest you? Why doesn't your snutli@ter's career interest you? What
kind of work do your parents want you to do in the future? How have your paoemtsunicated to you what
they want for you in the future? Who has been the most influenti@mpergour life -so far? How have they
been influential?

VI. CHILDHOOD INTERESTS : As a child, what did you dream about becoming? What were your fatoyste
and/or interests? What were your major interests earlyeid Why do the things you valued in childhood still
interest you. Why don't the things you valued in childhood interest you now?

22
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AUTOBIOGRAPHY Points/ P P
pg. 3/3

/

VII. LIFE-ROLES : Think of the roles that you play in life. You aeson/daughter, brother /sister, student, wodmndson/granddaughter,
club member, consumer, athlete, musician, driversanforth. List all of the roles that you playl& one role that you play and explain
why it is your favorite role. Select one role axglain why it is your least favorite role. What soes of satisfaction come with your
favorite role? What sources of dissatisfaction cémmm your least favorite role. Of all roles thatylisted above, what skills do you need

to practice the most in carrying out these roles?

VIIl. SELF-ASSESSMENT: List seven (7) or more positive things that yawéraccomplished in the past. List seven (7) oenadilities or
skills that you have and try to provide evidenceadh. List seven (7) or values that you belieesimportant to you and why they are

important. Occupations that you would be interestgolrsuing. What skills could you bring to eadtuapation

Additions:
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Points / Possible Point

Chapter _1 Questions /

1) Read the Key Terms and write the Definitions
2) Key Concepts— write the question and the answer

3) Thinking Critical — change the question to a topic sentence (rephrase the question into part of
your answer). If/When you run out of room, staple a piece of paper onfzaties

1. job |

2. career |

3. lifestyle |

4. economy |

5. global economy |

6. job market |

7. team |

8. outsourcing |

9. telecommute
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=

Chapter 2 Questions

. lifestyle goals |

Points / Possible Point
/

values |

data |

learning styles |

aptitudes |

abilities |

self-concept |

personality |

8/28/2008
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Chapter _3 Questions

Internet job services |

Points / Possible Point
/

exploratory |

cooperative program |

service learning |

work environment |

flextime |

fringe benefits |

job shadowing |

internship |

8/28/2008
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Chapter 4 Questions

1. entrepreneur:

Points / Possible Point
/

2. start-up:

3. lease:

4. goodwill:

5. market outlook:

6. franchise:

7. sole proprietorship:

8. partnership:

9. corporation:

10. operating expenses:

11. income statement:

12. revenue:

13. gross profit:

14. net profit:

8/28/2008
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Chapter 5 Questions

evaluation|

Points / Possible Point
/

personal career

profile

form

individual career plan|

apprentice|

on-the-job training

vocational-technical center|

trade school|

continuing education|

8/28/2008
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Chapter 6 _Questions

1. job lead |

Points / Possible Point
/

2. networking |

3. contact list |

4. referral |

5. school-to-work programs |

6. Internet |

7. Social Security number |

8. work permit |

9. standard English |

10. references |

11. resume |

12. cover letter |

8/28/2008
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Chapter _7_Questions

interview |

Points / Possible Point
/

body language |

role-playing |

stress |

problem solving |

8/28/2008
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Chapter 8 Questions

1. company culture |

Points / Possible Point
/

2. mentors |

3. overtime |

4. exempt employees |

5. commission |

6. performance bonuses |

7. pension plan |

8. orientation |

9. hourly wages |

10. Nonexempt employees |

11. salary |

12. profit-sharing plan |

13. probation |

14. layoff |

8/28/2008
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Chapter 9 Questions

cooperativeness |

Points / Possible Point
/

responsibility |

ethics |

prejudice |

initiative |

self-management |

confidentiality |

8/28/2008
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Chapter 10 _Questions

attitude |

Points / Possible Point
/

self-esteem |

enthusiasm |

assertiveness |

arrogance |

professionalism |

constructive criticism |

defensiveness |

gossip |

8/28/2008
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Points/ P P
[ 5

Reflection 1 Title

P1/2
1) What Happened? 2) How do you feel about it?
3) How can you relate to the events and situationgg@sented in the video?

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

1) What Happened?

2) How do you feel about it?

8/28/2008 34 (SPS) AHHS cpw_lifeskills.ppscl



Points / Possible Point

Reflective Paper (1) 2/2 /

Reflection 1  Title page 2/2

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

4) State a situation and describe how you would handle it differetly.
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Points/ P P

[ 5
P1/2

Reflection 2 Title

1) What Happened? 2) How do you feel about it?
3) How can you relate to the events and situationgg@sented in the video?

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

1) What Happened?

2) How do you feel about it?
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Points / Possible Point

Reflective Paper (2)2/2 /

Reflection 2  Title page 2/2

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

4) State a situation and describe how you would handle it differetly.
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Sequence Chart
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Sequence Chart
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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

1" # "1
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Sequence Chart Temptations 1
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Sequence Chart Temptations 2

8/28/2008 45 (SPS) AHHS cpw_lifeskills.ppscl



Sequence Chart Temptations 3
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Sequence Chart Temptations 4
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The Unit Organizer

Videos

Worksheets

PR

What are the guidelines for making good choices

Identify community recourses

Understand consequences of poor decisions

Explain how to promote abstinences in yourself (i.e. drugs, sex,
bullying, gateway drugs, street drugs, fight clubs.)

48



Points / Possible Point
/

Scan Information plus Notes & Comments

Please collect and bring in these items for scanrgrinto your ECP

Other 9" grade paper — C or better  High School Success paper etc.
Personal Achievement Career Planning Survey Results

Insert / staple or paper clip items to scan here

These documents will be scanned into your Electronic Care®ortfolio. (ECP)
COMPUTER LAB -ROOM 226- Computer #2 is connected to scanner

1>Place document on scanner bed

2>To scan in MS Office- open new PowerPoint, or Photo Editor, Word

3>Click on Insert, + picture from scanner_choose custom insert

4>Preview allows for flipping/turning right side up and cropping

5>Click on ACCEPT

6>Done scanning - Click on file, SAVE AS, user name_scan (not loggiedsave to media
A:drive or D:cd drive, or as instructed

Notes & Comments:

49

8/28/2008 (SPS) AHHS cpw_lifeskills.ppscl




WWWw.spsd.net<.

~STEP 1

/

4

STEP 2

Click student

8/28/2008

Step 5 Click on

Home@SPS TR

EE

I

STEP 3
Click on Netstorage

Step 4
UserName & Password

Step 6-
Click on My
Documents

Files in your My Documents or subfolders of
your district network space can be down
loaded for viewing or editing & then
uploaded for safe keeping. NO DISKS OR
CDS in order to save your school work.
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Life Skills Room 2535yllabus Mrs. Nichols Fall Semester. 2008 Syllabus
All work done counts for points. Make sure you turn in all your work ityour name, the hour, and
the date, for credit.

9/2

9/3

9/4
9/5

9/8

9/9

9/10
9/11
9/12

9/22

9/23
9/24
9/25
9/26

9/29
9/30
9/31

10/1

10/2

10/6

10/7
10/8
10/9

Seating chart established. Expectations sheet read and discuss and talar B&mpéest The
Expectation Sheet is to be homework. Itis to be signed by a parent, and i&%vorth
points. Survey for ERCA. Vocab Alert 1

Folders passed out. Start autobiography in CPW.

Assign book numbers and post book # chart. Read chapter 1 page 4 of the textbook Succeedir
the World of Work. Chapter 1 vocab in CPW.

Study Strategies Made Easdeo 45 minutes long. Take notes.

Video and note taking on video Developing Good Study Skillpts.

Chapter 2 of Textbook Succeeding in the World of W&&ge 24. Self-Assessment. End of unit

1. Chapter 2 Vocab in CPW.

Work on Values assignment CPW and Interests assignment CPW.

Learning Styles assignment CPW.

Autobiography start pages 1 & 2 in CPW

Into Thin Air. Introduce country, continent, extreme goal setting, global economy. Nepal, show
on map where the country is located. Stress that it is on the continesiboA&k for other
continent names. Sequence chart in CPW

Vocab Alert 2. Chapter 3 of Textbook Succeeding in the World of WBdge 50. Unit 2.
Exploring Careers.
Chapter 3 vocabulary in the CF

Finish all other work from Tues. Finish Autobiography in CPW

Review Employability Self Assessment, Vocabulary group work worksheets.

Video Into Thin Air Sequenahart to be completed, due at end of hdenogress reports go
home!

Read Chapter 4 of textbook. Researching Careers page 68. Introduce Caresy.Shesy

students how to access account, how to do the pathways, lifetime goals asithe Ibuilder.
Career Planning Survey CPS 10 pts

Career planning Survey CPS

Page 33 of CPW, rules of the Compute Lab. Go over Portfolio Requiresheatscheck off what

is done so far.

Finish video Into Thin Air Complete sequence chart and turn in for points. Homework: Complete
Reflection on Into Thin Air. Write a reflection paper on Into Thin Addéess: 1. What happened

in the movie? 2. How do you feel or what do you think of what happened? What did you lea
that you did not know before? Page 29 and 30 of CPW.

Computer Lab (room 225) or CL Carts intro to procedures in lab. Learn to optariGave to
MY Documents. Access Career Cruising for Resume Builder. Klingémsmmputer lab Career
Cruising assignment.

Get A Life Book pages 2,3,5,8,9,10,11,12,25 and 26

Finish Get A Life Book assignment

Read Chapter 5 Developing an Individual Career Plan page 88.

10/10 Video Up Against The Wallenn Diagram | in CPW 10 pts
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10/13
10/14
10/15
10/16
10/17

Computer Lab Do Career Cruising Pathways and Lifetime Goals.

Syllabus Page 12/2

Read Chapter 6 of textbook, Finding and Applying for a Job. Page 112

Fill in job application CPW, Begin resume and cover letter in CPW

Page 46 of CPW, Page 13, Page 19,

Video Up Against The Wall Venn Diagram 11 in CPW 10pts Ené ofatking period. Write

Reflection paper #2 pages 31 and 32 of CPW.

END OF MARKING PERIOD!

2nd Marking Period

10/20
10/21
10/22
10/23
10/24

10/27
10/28
10/29
10/30
10/31

11/3
11/4
11/5
11/6
11/7

11/10
11/11
11/12
11/13
11/14

11/17
11/18
11/19
11/20
11/21

11/24
11/25
11/26
11/27
11/28

Read Chapter 7 of textbook, Interviewing page 132.

Write thank you letter CPW.

Group work vocab sheets Correspondence

Answer interview questions, practice interviewing each other.
Venn Diagram | Video Iron and Silk Venn in CPW

Computer Lab / Carts
Mission Possible starts

Thank you letter Page 21 CPW. Chapter 6. Finding a Job.
Venn Diagram Il Iron and Silk Venn in CPW

Computer Lab /Carts

Mission Possibl

Group work vocabulary

Chapter 6 Job application CPW page 22 & 23

In search of Character video series ResgeROGRESS REPORTS!

Computer Lab /Carts

Mission Possible

Resume and cover letter CPW

Chapter 7. Interviewing.

Video Radio, discussion on diversity, respect

Computer Lab/ Carts work on career portfolio
Mission Possible

Group work Vocab

Chapter 8. Beginning a new job.

Video Radio Venn Diagram

Computer Lab /Carts

Mission Possible

Everest—closure for Into Thin Air
Thanksgiving Break

Thanksgiving Breakend of 2" Marking Period!
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Computer User Agreement K )5
( *
* $
" %
A )
/
) &
$ 0
# $%&
!
#
$ # % #
&
( (
+ )
!
) )
# 5
% 1 6 6
#
2 + ) + Scr;ool appropriate desktop & screensavers only
________________________________ Cut, copy or scan signed agreement to be turned-in __________________________________|
#2 +34
/' [#00 /# 1 (*/110
# $ 3 I # $
%
# 1
%
1
School appropriate desktop & screensavers only
YES- Networked computer serviceg NO INTERNET NO EMAIL NO COMPUTER USE NO = Group web page pictur
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Bibliography / ACT Test Practice

MOIS WORK BOOKLET (2000) MOISEmployability Skills Chart ,I}’g\gﬁl@éﬁig?a%agermission granted 12/1/04 peng

ACT Test Practice: From Professional Development AHHS August 2007

U of M likes to see a score of 287

MSU likes to see a score of 23

SVSU likes to see a score of 21

Colleges like to see GPA, course selection, ACT score, Recomtizenigdters,

Community service and leadership skills. Another reason H24U, Lb@eis, for students to volunteer for community
service.

40% of information learned in middle school is tested on the ACT.

There is no calculus or pre calculus on the ACT.

60 problems on the math section in 60 minutes, 1 minute per math problem.

There is a lot of pre-algebra.

Some story problems are on the test.

The ACT is not an intelligence test.

By the time a person is a junior in high school, everything on the AChdwastaught.

There are always 2 problems of absolute value on the ACT.

The number of types of problems is the same on every ACT. Just numakerbeen changed.

On the English part of the exam, grammar and punctuation is tested.
AVOID ABSOLUTES SUCH AS ALL, NEVER, TOTALLY, ETC

75 % accurate on the ACT for a score of 27

To do well on the ACT: Revisit learned basic skills, use commoresartlogic in problem solving. Use estimating, and
predicting in answering questions.

Manage your time well. It is a timed test. Practice timedirgys. Focus and concentrate.

Practice focusing and concentrating by looking at something fondteni

Suggestions:

Timed math problems — minute math is good

Have students edit other student writings. Practice summarizimgp&e/contrast practice. Read under times sessions.
Ask what is the sentence saying?

Cloze technique — blank out everym®ord.

Rephrase questions. Site resources and references here

Science experiments are good practice. http://pub.spsd.net/arthurhill/departments/computer_lab/index.hti
1 minute perusals http://www.career.vt.edu/JOBSEARC/Resumes/formats.htm#samp
Understand the prompts. http://www.dol.gov/esa/minwage/america.htm#Michigan

Use graphic organizers. http://www.kidzonline.org/streamingfutures/

Develop 3 to 5 reasons and use illustrations with each. http://www.nmu.edu/vss/careerpathways/what_are ecapathways. htn
What is the main idea of the paper?

Avoid questions that are too narrow or too broad.

Form study groups.

www.actstudent.orfpr practice test, online test prep, tips. Etc. N B
Career cruising with the district has math.com and on line test CAREER PATHWAYS
prep for free use, for students of this district. All pathways have equal dignity.

Visualize a connection between schoolwork
and the real world
Link learning with earning!
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AHHS Computer Lab

PHONE - 5889
OPEN 7:00 A.M. — 3:00 P.M.

Computer Lab Usage TEACHER CLASSES Only ‘Call-ins’ NO ‘Walk-ins”

Pleasereview, supporaind enforcethe following rules for the computer lah Students and teachers
share in the responsibilities of ensuring a welkhaged, productive, and clean work environment.

Student Responsibilities

Using the computer lab is a privilege. Studentaukhassume the responsibility of being respecful
other students who are working and of the equipraadtprograms they use.

Expectations

First priority is given to booked classes. Secpndrity is for those students who have schoolwtork
complete. Remaining computers then may be usestddients to further life-long learning interests.

All students are expected to adhere to establisbledol policies, whether in a class, or in the-call
area of the lab. These policies are explainedarStudent Handbook and the Acceptable Use Policy.
Examples and their reference are illustrated here.

Acceptable Use Policy Student Handbook
No Proxy use, No improper emails No food/snacks
No games / music No gum

No accessing sexually explicit mater No beverag

Must display ID No headphones

Only Arthur Hill school appropriate wallpaper/backg round with your user account.

When using computer lab independently, studentaldisiay in the non-class or call-in areas and
refrain from interfering with classes that are@sson in other parts of the lab.

Students should move in halls quietly and work quity and be respectful of others.

Enforcement of PoliciesMisusing and/or damaging school computers or tisridt computer

network indicates lack of respect for school propand the privacy of others. Students who engage i
this behavior are in violation of rules spelled outhe Student Handbook. Students are also reminde
that computer hacking and tampering are crimesuederal law. Students who engage in these
behaviors risk expulsion and legal prosecution.

Students who violate these rules in the computewidl automatically lose their computer privileges
for the remainder of the day, week, semester andeasked by the lab supervisor to leave the lab.
The lab supervisor can also write a referral toaffiee, which will assign appropriate additional
disciplinary action as specified in the Student ttaok

DO NOT PLAY/CHANGE ANY WIRING ON THE COMPUTERS.
Bookbags placed in the closet by the door — pleasaotitake bookbags into computer
area, in order to keep from hitting the compugmg and others in the head.
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