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Introduction
Annotation: 
Learners use various communication skills in expressing and interpreting information.
Grade(s): 
	x
	9th

	x
	10th

	x
	11th

	x
	12th


Time:  
5 (2 hour periods)
Author:
 Meghan Cline, Frank B. Flanders, Eve Felton 
Additional Author(s): 

Students with Disabilities:
For students with disabilities, the instructor should refer to the student's IEP to be sure that the accommodations specified are being provided. Instructors should also familiarize themselves with the provisions of Behavior Intervention Plans that may be part of a student's IEP. Frequent consultation with a student's special education instructor will be beneficial in providing appropriate differentiation.
Focus Standards

GPS Focus Standards: 
ACT-FTL-9: Exhibits appropriate oral and written communication on personal and professional levels. 
GPS Academic Standards: 
ELA10LSV2 The student formulates reasoned judgments about written and oral communication in various media genres. The student delivers focused, coherent, and polished presentations that convey a clear and distinct perspective, demonstrate solid reasoning, and combine traditional rhetorical strategies of narration, exposition, persuasion, and description. 
NATEF Standards:

LA267 The technician supplies clarifying information to customers, associates, the parts supplier, and the supervisor.


Understandings & Goals
Enduring Understandings: 
Students understand that the ability to communicate is an important task which enables them to select a career and become established within it.
Essential Questions: 
What should be included on a resume?
Why are communications skills vital in career success?
How might someone use communication skills to persuade someone to take a job?
Knowledge from this Unit:   

Students will understand the importance of communication, personal and professional.
Skills from this Unit:  
Students will know how to use the communication skills they will develop through this course.
Assessment(s)
Assessment Method Type: Select one or more of the following. Please consider the type(s) of differentiated instruction you will be using in the classroom. 
	
	Pre-test

	
	Objective assessment - multiple-choice, true- false, etc.

	
	__ Quizzes/Tests

__ Unit test

	
	Group project

	
	Individual project

	x
	Self-assessment - May include practice quizzes, games, simulations, checklists, etc.

	
	__ Self-check rubrics   

_x_ Self-check during writing/planning process

__ Journal reflections on concepts, personal experiences and impact on one’s life

__ Reflect on evaluations of work from teachers, business partners, and competition judges
__ Academic prompts
__ Practice quizzes/tests

	
	Subjective assessment/Informal observations

	
	__ Essay tests

__ Observe students working with partners

__ Observe students role playing

	x
	Peer-assessment  

	
	__ Peer editing & commentary of products/projects/presentations using rubrics

_x_ Peer editing and/or critiquing

	
	Dialogue and Discussion

	
	__ Student/teacher conferences
__ Partner and small group discussions

__ Whole group discussions
__ Interaction with/feedback from community members/speakers and business partners

	
	Constructed Responses

	
	__ Chart good reading/writing/listening/speaking habits

__ Application of skills to real-life situations/scenarios

	
	Post-test


Assessment(s) Title:

Assessment(s) Description/Directions:
Attachments for Assessment(s): Rubric for Performance Task – Job Search, Rubric for Oral Presentation.

Learning Experiences
Instructional planning: Include lessons, activities and other learning experiences in this section with a brief description of the activities to ensure student acquisition of the knowledge and skills addressed in the standards. Complete the sequence of instruction for each lesson/task in the unit. 
Sequence of Instruction

1.  Identify the Standards. Standards should be posted in the classroom for each lesson.
2.  Review Essential Questions.

3.  Identify and review the unit vocabulary. 

4.  Assessment Activity.
1. Explain to students the importance of communications.

2. Assign task of research and reporting on a career.

3. Ask students to present orally.

Attachments for Learning Experiences:
 Rubric for Oral Presentation
Notes & Reflections: 
This activity may be a major eight to ten week project, at the discretion of the teacher.
· Have access to Internet resources or hard copy resources on business writing.

· Have access to MLA Style writing for research papers.

· Have a list of careers that students can select to research.


Culminating Performance Task (Optional)
Culminating Unit Performance Task Title:  
Communications Skills – Job Search
Culminating Unit Performance Task Description/Directions/Differentiated Instruction: 

1.
Select a job or career in the area that you feel you would like to research. This career must be of such scope that you can find adequate information.

2.
Find the following information on the selected career.

a.
Where is the home base of the company? 

b.
What is the scope of the company/business?  How many are there? 

c.
How did the company start?

d.
What is the primary function of the company/business?

e.
What is the process to become employed in this business? (Resume, education, special skills, etc.)

f.
What educational background is needed to get this job?

g.
What is the salary/wage range?

h.
What is the geographical location of where you are working?

3.
Prepare a resume. 

4.
Write the following letters:

a.
Letter of application to an individual

b.
Letter of application to an employment agency

c.
Letter for your website stating your interest, qualifications, etc.


The following letters are optional activities to be completed at the teacher’s direction:

d.
Memo to a colleague about a problem on the job

e.
Descriptive letter to a friend about the job

f.
Narrative letter to a relative about the job

g.
Persuasive formal block business letter to your boss requesting a pay raise

h.
Encourage a friend to enter this occupation

5.
Prepare a research paper on the chosen career.  Be sure to include:

a.
Cover letter

b.
Title page

c.
Table of contents

d.
Body

e.
Illustrations

f.
Letters

g.
Works cited (using the MLA style)

6.
Make a five minute presentation to the class on the chosen career.

Attachments for Culminating Performance Task: Rubric for Performance Task – Job Search.
 
Unit Resources 
Web Resources:
Attachment(s): Supplemental files not listed in assessment, learning experiences, and performance task.
Materials & Equipment: 
What 21st Century Technology was used in this unit:
Top of Form

	
	Slide Show Software
	
	Graphing Software
	
	Audio File(s)

	
	Interactive Whiteboard
	
	Calculator
	
	Graphic Organizer

	
	Student Response System
	
	Desktop Publishing 
	x
	Image File(s)

	
	Web Design Software
	
	Blog
	
	Video

	
	Animation Software
	
	Wiki
	
	Electronic Game or Puzzle Maker

	
	Email
	x
	Website
	
	


Bottom of Form
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