JOB SKILLS

TEACHER:

Mrs. Cogdill

COURSE LENGTH:
1 year

PREREQUISITE:
Senior Standing

GRADE LEVEL:
12

CLASS CAPACITY:
20 Students

GENERAL DESCRIPTION:  

The first part of this course deals with getting to know yourself in order to decide on a career that will match your values and utilize your abilities.  A large portion of the time is spent researching job interests and careers, learning to write a cover letter, writing a resume, interviewing for a job, and writing thank you letters sent after an interview.  The remainder of the first semester is spent studying the interrelationship of people with co-workers and employers, and how to progress on the job.  During the second term students will cover 3 main areas that employers consider essential to success on the job; problem solving skills, teamwork, and self-management skills.  The rest of the term will be spent completing a financial management simulation which will allow students to make various consumer decisions, including how to set up a budget, how to use a bank account, and keep records of all payments and receipts. 

MODE OF PRESENTATION:  

This class is lecture and project based.  There are several projects that help reinforce the contents of the chapters. 

GRADING PROCEDURE:  

Grades will be based on daily work and participation, objective tests, and projects.

STUDENT SKILLS/KNOWLEDGE TO BE GAINED:

1. Students will research careers and colleges that interest them.

2. Students will develop a resume, cover letter, and interviewing skills.

3. Students will learn job seeking skills/career choices.

4. Students will learn how to manage money through a personal budget.

5. Students will learn team-building skills.

6. Students will learn the basic principles of insurance (auto, homeowners, life, health).

