Business Procedures
Teaching a Soft Skill Project
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DIRECTIONS:

You will be teaching the class your soft skills topic.  The topics are customer service techniques, diversity in the workplace, employee morale/productivity/discipline, and the art of conversation – negotiation vs. arguing.

You will be teaching class next week and have Thursday & Friday to “nail down” your lesson.  You must tell me by Friday if you need materials for your lesson.

LESSON PLANNING

Things that you need to include in your lesson:

1. Information Presentation: giving them the details

a. PowerPoint

b. Outline/notes sheet

c. Discussion

d. Reading in textbook

2. Active Learning Exercise: making the connection to the details

a. Create an activity to engage the class in learning your topic

b. Utilize teams

c. Be creative

3. Assessment: seeing if the understand the material you are teaching them
a. Quiz

b. Writing Assignment

c. Debate

4. Reinforcement Activity: one last chance to get the students to connect to the topic
a. Closing Activity to drive home point

b. Can be a continuation or NEW part of active learning activity

Monday (5): Customer Service
Tuesday (6): Diversity in the Workplace

Wednesday (7): Employee Morale/Productivity/Discipline

Thursday (8): The Art of Conversation: Negotiation vs. Arguing

