JOB CLUB
LESSON 1:
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Week 1- Communication

What’s Your Point? Role Play Script #1

You’re finally here!
Hi, Mr. Z. Yes, I’m here to mow your lawn.
Well, you didn’t do a very good job last week.

I wasn’t the person who mowed your lawn, but I’d like to hear why you were
unhappy with the job.

It was just a mess!

Can you please be more specific? What exactly didn’t you like? In what way was
it a mess?

Well, it looked just awful.

Mr. Z., I really want to make sure that whatever upset you last time doesn’t
happen again. If you will tell me exactly what you want done differently in the
future, it will really help me to be sure your lawn is mowed just the way you like
it.

Well, the cut grass was left on the lawn, and the edges weren’t straight.

Okay, let me be sure I understand. Besides mowing, you want us to be sure to
rake up, remove the grass, and be more careful to straighten the edging?

Yes, that is exactly what I expect!

Thanks, Mr. Z. I’ll be sure to do those things today, and I will let the boss know
that’s what you’d like done from now on.

Thank you very much.



Will:

Week 1- Communication

What’s Your Point? Role Play Script #2

Hello, Will. I would like to talk with you.

Yes, Ms. T.?

Will, I’ve been watching you time this week, and I’'m quite concerned.
Ms. T., I see that you’re not happy, but will you please be more specific?
You’re not getting here on time.

I know I’ve been arriving to work late, and I am sorry.

Well, look at your time today. You were supposed to be here at 3:15 this
afternoon and it’s now 3:30 and you just walked in. We need to be able to depend
on you to be here at the time you’re scheduled to work.

[ understand that you expect me to be here on time. I’'m getting here as quickly as
I can after school. Would it be possible to change my start time to 3:30? I can put
in the extra 15 minutes at the end of the workday instead.

Well, I suppose we can try that. Are you absolutely sure that you can make it here
every day by 3:30?

I’m sorry that I’ve been getting here late and upsetting you. I really do think I can
be here every day by 3:30, but if for some reason I can’t make it here by that time,
I will be sure to call to let you know.

That would be very helpful. Thank you, Will.



RULES FOR GROUP MEETINGS

* Participate in both speaking and listening.

 Respect each other.

g 9



Presenter
Presentation Notes
What else do you guys believe should be on our list of rules? How would you like this classroom to look?


ACTIVITY- NAME TOSS

e Getinto a big circle
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Presentation Notes
MATERIAL: Beach ball or some large ball safe for tossing to each other

Instructions for game: 
1) Arrange the group in a circle. May want two groups depending on number of students present. �2) One person starts off by saying the name of someone else in the circle, and tossing the ball to them.�3) That person then in turn says the name of a different person, and tosses the ball to �someone else who has not yet received the ball.�4) That continues until everyone in the circle has received the ball once.
5) Once an order is established, see if you can repeat the order. Or just start over and create a new order.
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QUESTIONS TO THINK ABOUT:
COMMUNICATION

 What types of communication are there?

 What happens when verbal and non-verbal
communication don’t match up?

 How would you speak to your family?
Friends” Professionals?

 What makes listening an important part of
communication?



Presenter
Presentation Notes
-What types of communication are there? Visual, verbal, written, non-verbal, aural.  
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WHAT TYPES OF COMMUNICATION ARE THERE?

Visual- communication through a visual aid and is described as the
delivery of ideas and information in forms that can be read or looked
upon
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VERBAL COMMUNICATION

Verbal- the use of sounds and words to express yourself, especially in
contrast to using gestures or mannerisms

Gestures- a movement of part
of the body, especially a hand or
the head, to express an idea or
meaning

Mannerisms- a habitual gesture
or way of speaking or behaving



Presenter
Presentation Notes
Habitual- done or doing constantly or as a habit
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ACTIVITY- FLIPPING THE SWITCH

Does communication change depending on the context?

Situation:
Friends:

Family:
Professionals:

Situation:
Friends:

Family:
Professionals:

Situation:
Friends:
Family:

Professionals:
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Presentation Notes
Split into groups of 4 or 5
Have the small groups discuss each scenario and how they would respond given different contexts
3) Situation 1: Saying hello or goodbye
4) Ask for a few to share what their groups discussed
5) Situation 2: Asking for help
6) Ask for a few to share what their groups discussed
7) Situation 3: Showing excitement
8) Ask for a few to share what their groups discussed
9) Ask the question again: So does communication change depending on the context?




WRITTEN COMMUNICATION

Written communication- involves any type of
message that makes use of the written word

Examples- texts, emails,
letters, handwritten etc.



https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjtzM2HkJjUAhXmxFQKHciDAbcQjRwIBw&url=https://www.sgscc.edu.au/courses/English/Written%2BCommunication&psig=AFQjCNHWx7s5RB3rWIdxl0csuEYnCO_gdA&ust=1496251149313006

IS THIS APPROPRIATE?

If not, what is a better way to communicate?
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Presentation Notes
Have everyone split into groups of 4 or 5.

Read aloud the following scenarios and have groups discuss if it’s appropriate or not. If not, have them come up with a better alternative. 
Texting your boss with this message: I won’t be at work today because I’m too tired to come lol!
Emailing your coworker to make sure you are both on the same page.
Writing a thank you card after you interview with a company.
Texting your supervisor on the weekend with work related questions.
Writing out detailed step by step directions to leave for the next worker coming in to a complete a task you have started.
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NONVERBAL COMMUNICATION

Nonverbal communication-

communication without
words, includes facial
expressions, eyes,
touching, tone of voice,
etc.
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ACTIVITY- MIME GAME

Curious

Happy Surprised
Worried

Sad
Angry

Shy

Scared Frustrated
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Presentation Notes
Have students pair up.
Take turns picking an emotion and acting it out. 
Other member of the pair tries to guess which emotion is being acted.
Give each member of a group time to act out several different emotions.

Post Activity Questions:
Could you tell someone’s emotions based on what they said or what they did? 
How many of you have heard the phrase: Actions speak louder than words.
What does this mean? 
How is this possible when actions do not “speak”?
Do you think you nonverbal communication is important in a work setting?
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AURAL

Aural communication- involves

the transmission of
information through the
auditory sensory system
(the system of speaking and
hearing)
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TELEPHONE
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Presentation Notes
Let’s demonstrate the importance of aural communication.

Explain the rules of the game inside and split the room in half. 
Assign a job coach or one of the speakers to each group.
Take both groups outside and form two big circles.
Have job coaches or leaders start off with a simple sentence. 
Play 3 or 4 rounds.
Once both groups are done, have everyone go back inside to discuss.

Post Activity Questions:
Did  the last person ever say what the initial sentence was?
Why or why not?
Is being able to listen well just as important as speaking clearly?

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjlwvi8xq7UAhUC7GMKHcD-APIQjRwIBw&url=https://www.kullabs.com/classes/subjects/units/lessons/notes/note-detail/6928&psig=AFQjCNGzDwWDeQky77IsZ142ZFIjeP1WHQ&ust=1497021672312168

INTERPRETATION
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Presentation Notes
Interpretation is an important aspect of communication. Can someone tell me what the word interpretation means? 
Interpretation: the action of explaining the meaning of something 

Different people may interpret our communication in different ways so it is important we are as clear as possible in what we want communicated to others.

Activity:
Give every student paper to draw on and a writing utensil 
Just tell them to draw how to make toast on their piece of paper. (The directions are intentionally vague)  
Once everyone has completed this, have them get into groups of 4 or 5 to discuss what everyone did.
Ask them to discuss the similarities and differences among the groups drawings.
Point out that there may be different ways to communicate information to others but we must be aware of differences in interpretation and therefore need to be specific with our communication. 
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WHAT’S YOUR POINT?

Jade has a job mowing
lawns for Mr. Z and got
some feedback.

Will works at a dentist’'s

office and got in a bit of

trouble with his boss, Ms.
T.
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Presentation Notes
Role playing:
#1 Jade has a job mowing lawns for Mr. Z got some feedback. 
#2 Will works at a dentist’s office and got in a bit of trouble with his boss.

Ask the questions: 
#1 How did Jade handle Mr. Z’s comments? What forms of communication did you see Jade using? What about Mr. Z? What did Jade do right? Was there anything Jade could have done differently? What about Mr. Z? What could he have done differently?

#2 How do you think Ms. T handled the situation with Will’s lateness? What types of communication did you see Will using? What about Ms. T? How did Will handle Ms. T’s reaction? What might he have done differently? What might Ms. T have done differently? 
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JOB CLUB
LESSON 2:
DISCLOSURE
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Presentation Notes
How to tie disclosure and accommodations together 


RULES FOR GROUP MEETINGS

* Participate in both speaking and listening.

& 8

* Respect each other. M




RECAP OF WEEK 1

1) What are the four
types of
communication?

2) Give an example of
how two forms of
communication could
be used at once.
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Presentation Notes
What are the four types of communication? Verbal, written, nonverbal and aural
Give an example of how two forms of communication could be used at once: verbal message saying one thing and nonverbals saying another
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WARM UP GAME

 What is your favorite color? What activity do you enjoy
doing in the summer?

Mill about the room and find others who share your
favorite color or the same summer activity as you.
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Presentation Notes
Remember: shake hands, have eye contact, say “hello” and/or “My name is…” etc.
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DEFINE

Disclosure: When you tell someone something that was
previously unknown, intentionally releasing

personal information about yourself for a specific
purpose

Sensitive information: Information that is protected against
unwarranted disclosure

Confidential: Intended to be kept secret
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WHEN TO DISCLOSE

e |tis your decision if and when you decide
to disclose your disability.

e Good option, if you choose to disclose:

* Once you’ve been hired! You can then
discuss with your employer what
accommodations you may need to be
successful in your new job.
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DISCLOSING

What is important and helpful to provide
information about:

1) How your disability affects your capacity
to learn and perform effectively.

2) The environment, supports, and services
you'll need in order to access,
participate in, and excel in your job,
studies, and community.



http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwigjMK7wKnUAhVP5GMKHTZPA1EQjRwIBw&url=http://info.acoustiblok.com/acoustiblok-products/quiet-cloud&psig=AFQjCNHofTmuaxcx1EDlvU49BD3-0UEPmA&ust=1496848256249864

ADVANTAGES VS. DISADVANTAGES

What are some advantages or
disadvantages of disclosing in
this situation?
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Presentation Notes
Advantage- a condition or circumstance that puts one in a favorable or superior position
Disadvantage- an unfavorable circumstance or condition that reduces the chances of success or effectiveness

Break into groups of 4 or 5 and discuss these scenarios:


???????? Scenarios more work related??????????????????
Scenario 1: Liz is 16 years old and eager to get her first real job. She has applied for a position working with 5 and 6 year old children in an after-school day care program. The director of the program calls to tell Liz that she has the job and she wants Liz to come in and see her the next day. Liz wonders if she should tell the director that she was hospitalized after a seizure when she was 10 years old, but has not had one since then. Liz participates in several in and out of school activities, and gets regular check-ups with her doctor. Think about the impact of Liz disclosing her seizures to her potential employer. What are some advantages or disadvantages of disclosing in this situation? 

Scenario 2: Calvin is extremely shy but excited about starting college. He is registering for his first semester of classes and realizes that all freshmen are required to take public speaking. Calvin stutters severely when he speaks, especially around new people. Consider Calvin’s self-image and his concern about his stuttering. Would it be to Calvin’s advantage or disadvantage to disclose his disability to his potential professors, classmates, and roommates?

Scenario 3: Brandy has cerebral palsy and requires the use of a wheelchair. Brandy has been invited to a pool party by one of her classmates on the weekend. Brandy cannot swim without help. If she goes to the pool party, someone will have to accompany her in the water, and all her friends will see. Think about the impact of Brandy’s disclosing her disability to her friends. What are some of the advantages or disadvantages of disclosure?
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DISCLOSURE ON THE JOB

e Deciding whether or not to disclose
on the job can be a very difficult
decision to make, BUT:

* The decision to disclose on the
job is entirely personal. It’s your
decision.

e Remember to consider: what
supports and services do | need to
be successful in my job?
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REASONS TO DISCLOSE

 To get employment support
networks

 To determine if you can meet
requirements for a job

 To be able to explore supports
available to you

 To develop mentoring structures



Presenter
Presentation Notes
Identify disability-specific employment services and support networks
Discuss employment requirements with recruiters or other professionals
Discuss disability issues with prospective employers to determine whether the requirements of the position can be met, with or without reasonable accommodations
Investigate the supports available at the workplace
Develop mentoring and peer support structures with employees and employers with disabilities 
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DISCLOSURE ON THE JOB

Do you have to share every detail of your disability with
your employer if you choose to disclose?



Presenter
Presentation Notes
After asking the question, discuss how they only need to share the important factors of their disability (if they choose to disclose) that may affect their ability to perform the essential functions of their job.
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INFORMATION TO DISCLOSE

 General information about your disability

 Why you’'ve chosen to disclose your disability
and how it may impact your job performance

e Types of job accommodations that have
worked for you in the past

* Types of job accommodations you anticipate
needing

 How your disability and other life experiences
can positively affect your work performance



Presenter
Presentation Notes
General information about your disability
Why you’ve chosen to disclose your disability and how it may impact your job performance
Types of job accommodations that have worked for you in the past
Types of job accommodations you anticipate needing 
How your disability and other life experiences can positively affect your work performance
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ACCOMMODATIONS

What accommodations do | need?

 Take a few minutes and write
down accommodations you could
see yourself needing in a work
place.

 Are there accommodations you'll
need to discuss with your
employer?



Presenter
Presentation Notes
MATERIALS: 
Index cards or notebook paper for students to write on

What does accommodations mean?
Accommodations- a convenient arrangement; a settlement or compromise
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YOUR DISCLOSURE SCRIPT

 What would you like your
disclosure script to look
like?

e Write out a draft of your
script

e If you need any assistance,
raise your hand and a job
coach will come help!



Presenter
Presentation Notes
MATERIALS:
Notebook paper
Writing utensils
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YOUR DISCLOSURE STATEMENT CAN INCLUDE:

=  General information about your disability.

=  Why you've chosen to disclose your disability, including its
potential impact on your job performance.

= The types of accommodations that have worked for you in the
past (if applicable).

= The types of accommodations (if any) that you anticipate needing
with respect to your current job or the one for which you are

applying.

= How your disability and other life experiences can positively
affect work performance.




REFERENCES

Office of Disability Employment Policy. (2012). Skills to pay the bills.
Washington, DC.







JOB CLUB

LESSON 3:
PROBLEM SOLVING
AND CRITICAL

THINKING




RULES FOR GROUP MEETINGS

* Participate in both speaking and listening.

& 8

* Respect each other. M




RECAP OF WEEK 2

1) Who at your worksite needs to know about your
disability?

2) When should you disclose your disability to an
employer?

3) Why would someone choose to disclose at work?



Presenter
Presentation Notes
Who at your worksite needs to know about your disability? Only those you feel comfortable sharing it with, likely only the job coach and immediate supervisor.
When should you disclose your disability to an employer? Whenever you feel comfortable to share about it. May be a good idea to disclose upon being hired.
Why would someone choose to disclose at work? To get support and accommodations. 



DEFINE:

Problem Solving: The process of finding solutions for difficult or
complex issues

Critical Thinking: The objective analysis and evaluation of an
issue in order to form an opinion



Presenter
Presentation Notes
Analysis- detailed examination of the elements or structure of something, typically as a basis for discussion or interpretation 

Evaluation- the making of a judgment about the amount, number, or value of something; assessment
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PROBLEM SOLVING AND COMMUNICATION

When is problem solving necessary for a job?

What are some examples of times you may need to problem solve
while at work?

When a problem arises, do you need an
immediate solution?



Presenter
Presentation Notes
Have everyone break out into small groups to discuss answers to the questions.

Once everyone is done, have groups share what they discussed. 
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QUALITIES OF A GOOD PROBLEM SOLVER

Can think critically and
creatively

Can share thoughts and
opinions

Can use good judgement

Can make decisions



Presenter
Presentation Notes
Critical thinking- the objective analysis and evaluation of an issue in order to form a judgement

Judgement- the ability to form an opinion objectively, authoritatively, and wisely 

-Ask for examples of each    
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PRAISE, CRITICISM, OR FEEDBACK

Praise: An expression of approval

Constructive Criticism:Helping to improve; promoting further
development or advancement in a

Feedback: General infotRRXSH WB% Ut a person’s performance of
a task- used primarily as a basis for improvement

How do you respond to praise?
Feedback? Criticism?



Presenter
Presentation Notes
After going over definitions, have students split into groups of two or three. 

Read statements each statement below and after each one, have groups decide if it is an example of praise, criticism or feedback:

Mr. Jones told me how much he appreciated your thank you note after the job interview. He thought it was a great personal touch.
Your desk is such a mess. Are you sure you are not trying to grow your own paper?
I noticed that you’ve been coming in late the last couple of days. 
How many times do I have to tell you how to file these documents?
You look great today.
It would work better for me if I could explain my version of the story out loud before you ask questions.
You’ve improved a lot this week.
I found it difficult to evaluate this resume because it was messy.
I liked it much better when we got to choose the projects instead of being assigned to one. 

Everyone receives criticism at their job at some point in their life and the way in which we respond can impact our own attitude and the attitudes of those around us.
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PRAISE, CRITICISM, OR FEEDBACK

1) Mr. Jones told me how much he appreciated your thank you note after the job
interview. He thought it was a great personal touch.

2) Your desk is such a mess. Are you sure you are not trying to grow your own paper?
3) I noticed that you’ve been coming in late the last couple of days.

)
)
4) How many times do | have to tell you how to file these documents?
9) You look great today.

)

6) It would work better for me if | could explain my version of the story out loud before
you ask questions.

7) You've improved a lot this week.
8) | found it difficult to evaluate this resume because it was messy.

9) | liked it much better when we got to choose the projects instead of being assigned
to one




DEFINITIONS

Perception: a way of regarding,
understanding, or interpreting
something; what we are seeing

Reality: the state of things as they
are or appear to be, rather than
as one might wish them to be;
what is happening



Presenter
Presentation Notes
Interpret: to explain the meaning of.
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PERCEPTION VS. REALITY

FINISHED FILES ARE THE RESULT OF YEARS OF SCIENTIFIC STUDY
COMBINED WITH THE EXPERIENCE OF YEARS.



Presenter
Presentation Notes
How many letter “Fs” can you count in this sentence?
On average, most people will only spot three or four of the Fs in the sentence. There are actually six.
So…….
Our perception may not always be correct. 



PERCEPTION VS. REALITY

1) What is the difference between the
two scenarios read?

2) What was the critical factor in the
different ways each person reacted?

PERCEPTION!!



Presenter
Presentation Notes
Scenario #1:
Bob’s daughter is on the basketball team, but she doesn’t get to play much. His daughter works hard and never complains, but Bob believes this is yet another injustice in his life and his daughter is not getting a fair shake. Bob becomes annoyed and irritated. He angrily confronts the coach, embarrassing his daughter. 

Scenario #2:
John’s daughter is on the basketball team, but she doesn’t get to play much. His daughter works hard and never complains. John believes that the coach wants to win and most likely plays the girls that will help him reach that goal. John feels proud of his daughter’s commitment to the team despite not getting to play very much. John offers to help his daughter improve her basketball skills.

Bob thought the coach wasn’t being fair when John thought the coach was generally speaking fair. 
Perception!!
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WORKPLACE ETHICS

What should they do?

1) Identify the problem or
ethical issue.

2) What are the facts?

3) What are some of the
possible solutions?

4) What are you going to do?



Presenter
Presentation Notes
Ethics: moral principles that govern a person’s behavior or the conducting of an activity 

-Case #1: LaKeisha is an administrative assistant in the Human Resources Department. Her good friend Michael is applying for a job with the company and has agreed to be a reference for him. Michael asks for advice on preparing for the interview. LaKeisha has the actual interview questions asked of all applicants and considers making him a copy of the list so he can prepare. 
-Group discussion of what “LaKeisha” should do in this situation
-Share what groups have discussed 

-Case #2: Emily works in the Quality Control Department. Once a year, her supervisor gives away the company’s used computers to the local elementary school. The company does not keep records of these computer donations. Emily really needs a computer. Her supervisor asks her to deliver 12 computers to the school.
-Group discussion of what “Emily” should do in this situation
-Share what the groups have discussed

-Case #3: Marvin is an assistant in the Building Services Department. He has just received a new work computer and is excited to try it out. His supervisor has a strict policy about computer usage (for business purposes only), but Marvin wants to learn the email software. He figures one good way to do this is to send emails to his friends and relatives until he gets the hang of it. He has finished all of his work for the day and has 30 minutes left until his shift is over. His supervisor left early.
-Group discussion of what “Marvin” should do in this situation 
-Share what the groups have discussed 

-Case #4: Jennie was recently hired to work as a receptionist for the front lobby. As receptionist, she is responsible for making copies for the people in her office. Her son, Jason, comes in and needs some copies for a school project. He brought his own paper and needs 300 copies for his class. If he doesn’t bring the copies with him, he will fail the project. The company copier does not require a security key, nor do they keep track of copies made by departments.
-Group discussion of what “Jennie” should do in this situation
-Share what the groups have discussed
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JOB CLUB
LESSON 4:
ENTHUSIASM
AND ATTITUDE



RULES FOR GROUP MEETINGS

* Participate in both speaking and listening.

& 8

* Respect each other. M




RECAP WEEK 3

1) What is an example of a time you may need to problem
solve while at work?

2) Why is critical thinking an important skill to have for
working?




2
WARM UP: NEVER UNDERESTIMATE THE POWER OF

POSITIVE MENTAL ATTITUDE

1: | am thankful for...

2: Other people compliment me on my ability to...
3: Something | would like other people to know about me is...
4: | feel really good about myself when...

5: | am proud of my ability to...

6: Something nice | recently did for someone else was...

DO FOR SHORTER PERIOD OF TIME OR BIGGER



Presenter
Presentation Notes
MATERIALS: 
Need a die for each group (6 dice)
-Groups of 4 
Post activity question: How might a positive attitude help us on a job?
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DEFINE:

Enthusiasm: intense and eager enjoyment, interest, or
approval

Attitude: a settled way of thinking or feeling about someone or something,
typically one that is reflected in a person’s behavior



Presenter
Presentation Notes
Attitude: a settled way of thinking or feeling about someone or something, typically one that is reflected in a person’s behavior 
Enthusiasm: intense and eager enjoyment, interest, or approval
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ATTITUDE

 What types of
people do
employers look for
when hiring for
their company?



Presenter
Presentation Notes
Answer: People with a positive attitude that can complete assigned tasks in an upbeat and cooperative manner.
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CUSTOMER SERVICE

1) Think of a time when you
experienced bad customer
service.

2) What happened?

3) How did that experience
make you feel?



Presenter
Presentation Notes
Break into small groups to discuss.
Report about discussions.
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ATTITUDE AND ENTHUSIASM

 Those with a positive attitude and
enthusiasm are known to:

* Provide good customer service

* Resolve interpersonal conflict
effectively

* Work productively with others



Presenter
Presentation Notes
May need to define what some of these points mean
What are some other ways a positive attitude and enthusiasm can help you in a work setting?   
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ROLE PLAY: INTERVIEWING

 What was good about the first interview? Bad?

 What was good about the second interview? Bad?



Presenter
Presentation Notes
MATERIALS: 
Role Play Scripts from Skills to Pay the Bills on pg. 49-52

-Need 3 or 4 volunteers 
-Is attitude important when going into an interview? Let’s find out!
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2
PERSONAL CHAR

CTERISTICS TO WORKPLACE BENEFITS

m Attitude
m Image and appearance
m Communication (verbal and

nonverbal)
m Job skills


Presenter
Presentation Notes
According to a variety of sources, your attitude is the #1 factor in getting or losing a job. 
Why is attitude rated highest?
How does an employer sense attitude during an interview?

After asking first two questions, explain importance of selling yourself during interview.
Then ask for potential features an applicant may have going into an interview- write them on whiteboard. Next, translate these features into benefits.
EX: Honesty (feature) means you can be counted on to do the right thing (benefit).
Friendliness (feature) means you will help customers feel welcomed (benefit). 
If time, have them split up into small groups and share with each other potential features they have themselves and how the would be beneficial in a work environment. 


POSITIVE ATTITUDE

Make a list of 10 reasons

(maybe only 5?) you are
thankful to be a part of the

summer program!



Presenter
Presentation Notes
If students are struggling to come up with ideas, encourage them to think about new things and skills they have learned. 
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Week 4- Enthusiasm and Attitude
Interview Role Play Script #1

“Good morning, my name is [Mr. or Ms.] and I will be conducting
your interview this morning.” Extend your hand to shake hands with the applicant. “Please have
a seat.”
“We are interviewing for the position of a restaurant host/hostess. We are looking for someone
with good customer service and communication skills, someone who is dependable and gets
along with others. This person will be the first person to greet guests when they come into our
restaurant, so it is very important to us that the host displays a positive and welcoming attitude.”
Q: “Did you bring a copy of your resume?”
Yes, sir (or ma’am), I did. [You open up a folder you brought with you to the interview (where
you have copies of your resume). You hand one copy to the interviewer.]
Q: “Tell me a little bit about yourself.”
I have lived in Oregon all of my life, I love being around people, and I love learning new things.
Right now, I’'m learning a new language because I think it is important to be able to
communicate with a variety of people. I also like doing physical work and enjoy gardening and
landscaping. I’'m quite proud of my yard.
Q: “What are your strengths?”
I’m a really good listener. Don’t get me wrong, I’'m a good talker too, but I think listening skills
are even more important. I’'m also a good organizer. It doesn’t make any difference if it is
organizing my closet or a trip with my family; I love all the planning and organizing that goes
into it.
Q: “What are your weaknesses?”
I like things to go according to my plans so when something comes up that may make my plans
go off schedule it sometimes stresses me out. But what I have learned about myself is that
coming up with a plan B helps a lot! So, if I plan ahead for potential problems, then I don’t stress
out at all because I have a good idea of what to do next.
Q: “Why do you want to work here?”
As I said earlier, I love being around people and in this job I’d get to meet every person that
walks through the door. Your restaurant has a good reputation for quality food and service and
that’s the type of restaurant I’d be proud to work in. I think my qualities will fit nicely here.
Q: “Tell me about a recent job or volunteer position you had.”
I worked in a cafeteria serving food. Sometimes I worked in the kitchen but I really loved
working as a server. I got to meet a lot of people. Some days were easier than others. I set a goal
for myself to smile at everyone I served, especially those people who seemed upset or depressed.
It may seem like a boring job to some people but not me.
Q: “Why did you leave that position?”
I left because I had started school and couldn’t do both school and work at the same time.
Q: “Do you have any questions for me?”
Your staff has a great reputation for customer service, so I thought perhaps I’d ask if you have a
training program you put your staff through to achieve that?
Before you leave:
I also have a list of references for you. [Hand the interviewer a sheet of paper.] Thank you for
the interview; it was a pleasure to meet you. /[Offer a professional, firm handshake — and a
smile.]




Week 4- Enthusiasm and Attitude
Interview Role Play Script #2

This version of the interview should be over-the-top “bad.” The candidate should be dressed
inappropriately, wearing sunglasses, chewing gum, displaying poor posture, disorganized, late,
etc. In fact, the interviewee doesn’t pay attention when the interviewer begins — and doesn’t
realize that the interviewer offered to shake hands because he/she was too busy putting a cell
phone in his/her pocket.

“Good morning, my name is [Mr. or Ms.] and I will be conducting
your interview this morning.” Extend your hand to shake hands with the applicant. “Please have
a seat.”

“We are interviewing for the position of a restaurant host/hostess. We are looking for someone
with good customer service and communication skills, someone who is dependable and gets
along with others. This person will be the first person to greet guests when they come into our
restaurant, so it is very important to us that the host displays a positive and welcoming attitude.”

Q: “Did you bring a copy of your resume?”

A resume? Oh, yeah...it’s in here somewhere. /Dig around in your pocket or bag until you find a
crumpled resume. Smooth out the paper and hand it to the interviewer.]

Q: “Tell me a little bit about yourself.”

Well, I’ve been taking a little time off lately — traveling around the United States. I'm trying to
get one tattoo from every state. I’ve already got a pretty good start, see? [Show the interviewer
your bare arm.]

Q: “What are your strengths?”

I can talk to anybody...and about any subject! There’s never a dull moment when I’m in a room.
Q: “What are your weaknesses?”

Hmmm, I can’t think of anything. Oh yeah, I have a weakness for Rocky Road ice cream. I bet I
could eat an entire gallon in one sitting. I also like to sleep late. Really, I'm much more of a night
owl than an early bird. Sure the early bird gets the worm, but who wants worms anyway?

Q: “Why do you want to work here?”

I figured I’d be able to get free meals if [ worked for a restaurant. Plus, I’'m living at home with
my mom and she wants me to pay rent...why, I don’t know.



Name:

10 reasons you are thankful to be a part of the summer program!

10.




JOB CLUB
LESSON 5:
TEAMWORK




RULES FOR GROUP MEETINGS

* Participate in both speaking and listening.

& 8

* Respect each other. M




RECAP OF WEEK 4

1) What kind of person is
an employer looking to
hire?

2) What is the number one
factor of getting a job or
losing one?



Presenter
Presentation Notes
Someone with a positive attitude who completes assigned tasks in an upbeat manner

ATTITUDE!!!
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WARM UP GAME
 When is your birthday?

 The challenge: NO TALKING!



Presenter
Presentation Notes
Line up in order of your birthdays from January 1st all the way through December 31st. Do not factor in years. 
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DEFINE:

Teamwork: the combined
action of a group
of people,
especially when
effective and
efficient



Presenter
Presentation Notes
Effective: successful in producing a desired or intended result 

Efficient: achieving maximum productivity with minimum wasted effort or expense
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WHAT DOES A TEAM LOOK LIKE?

e Good communication with
all team members

e (Can rely on one another
e Able to lead when needed
 Able to follow when needed

e QOthers can depend on you
to complete your tasks
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IMPORTANT SKILLS AND HABITS OF
TEAMWORK

- Working cooperatively

- Contributing to group
with ideas, suggestions,

and effort

- Communication (giving

and receiving)



Presenter
Presentation Notes
Cooperatively definition: in a way that involves mutual assistance in working towards a common goal
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IMPORTANT SKILLS AND HABITS OF
TEAMWORK

- Sense of responsibility

- Healthy respect for different
opinions, customs, and individual
preferences

- Ability to participate in group

decision-making



Presenter
Presentation Notes
Responsibility definition: the state or fact of having a duty to deal with something or of having control over someone

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjd45Dd7KnUAhUL3mMKHSIjDWUQjRwIBw&url=http://www.ebay.ie/itm/Team-Together-Everyone-Achieves-More-Tin-Sign-40-7x30-5cm-/131634742169&psig=AFQjCNGi02QtRz5e1yiiAJw_kADujzgxkQ&ust=1496860142995655

BENEFITS OF TEAMWORK

e What are some benefits
of working together as a
team?

Do you have any
examples of times when
teamwork helped a
situation for you?



Presenter
Presentation Notes
Discuss in groups of 4 or 5

Then come together as a group and discuss.

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiZxt_E6qnUAhUO52MKHStuCuQQjRwIBw&url=https://www.glamrocknails.com/2017/03/02/teamwork/&psig=AFQjCNGKDqfjm1uhUu5KwOFcdo_NuNiLkg&ust=1496859533515942

ACTIVITY: THE GOOD, THE BAD, AND THE
REASONABLE

|s teamwork always easy?



Presenter
Presentation Notes
MATERIALS: 
Blocks

Split into groups of 5 
Give each team an equal amount of materials
The instructor will build a small sculpture with some of the building blocks and hide it from the group. Each team should be given enough building material so that they can duplicate the structure the instructor has created (specific size and color included). The instructor should then place their sculpture in an area that is an equal distance from all the groups. 
One member from each team can come up at any point of time to look at the sculpture for as long as they want and try to memorize it before returning to their team. No paper, no pen, no camera are allowed to be brought to the sculpture. That member is not allowed to help build the structure!!

After they return to their teams, they instruct their teams about how to build an exact replica of the instructor’s sculpture. 
The game should be continued in this pattern until one of the team’s successfully duplicates the original sculpture. 

This game will teach participants how to strategize, communicate effectively and problem solve in a group.


ACTIVITY QUESTIONS



Presenter
Presentation Notes
FOLLOW UP ACTIVITY QUESTIONS:
How did your team work together? 
What specifically worked well?
What difficulties did you experience?
Was it a positive or negative that the team leader was not able to physically participate in the activity? 
What would you do differently if given a second chance at this activity?
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TRANSFORMERS

e Getinto groups of 2 and
spread out

 Now listen very carefully!



Presenter
Presentation Notes
They start in groups of two
Have the groups of 2 form into a fork and knife
Then have them create an exclamation mark
Once this is successfully completed, have teams join together now creating groups of 4
Have groups of 4 create the letter H
Then have them create the letter J
Now have groups join again creating new teams of 8 people
Have them create an elephant face (if they don’t know what to do, suggest big ears and a trunk)
Now have everyone join together and make a giant smiley face
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TRANSFORMERS QUESTIONS

1) Was it easier or harder to
make the pictures as
your group grew in
numbers?

2) What was challenging
about this activity?

3) What solutions were you
able to come up with to
complete a task?
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JOB CLUB
LESSON 6:
PROFESSIONALISM o

Q

AND NETWORKING =",




RULES FOR GROUP MEETINGS

* Participate in both speaking and listening.

& 8

* Respect each other. M




RECAP OF WEEK 5

1) What are some of the
iImportant skills and habits
of teamwork?

2) What is an example of a
benefit of working in a team
rather than as in individual?



Presenter
Presentation Notes
Working cooperatively, contributing ideas, suggestions and effort, communication, sense of responsibility, ability to participate in group decision making etc. 
Get more things done more efficiently, get new ideas 
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WARM UP: DEGREES OF SEPARATION

 Middle circle=first degree contacts-people closest to you, those
who you love and can depend on

* Example: uncle, brother, parent
* Next circle=second degree contacts- people you “kinda-sorta”
know, you know of each other but don’t have a close relationship
with
* Example: friend’s parent, neighbor

 Qutermost circle=third degree contacts- people you want to meet
or know but don’t have a relationship with yet

* Example: local politician, chef at a local restaurant, etc.



Presenter
Presentation Notes
MATERIALS: Each student will need a bullseye paper and a writing utensil 


DEGREES OF SEPARATION

After receiving your materials, begin filling
in your bullseye with your different
contacts.

Raise your hand if you need help!

Once you have completed your bullseye,

wait quietly for others to finish.



Presenter
Presentation Notes
Pass out paper and writing utensil to each student
Give them 10 or so minutes to fill out their bullseye, job coaches can assist those who need extra help reading or writing
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DEFINE:

Networking: Interacting with other people to
exchange information and
develop contacts, especially to
further one’s career
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AN INTRODUCTION TO NETWORKING

1) How do people find jobs?

2) Did you know that approximately 80% of jobs today
are NOT advertised? If employers are not advertising,
how are people finding jobs?

3) In your groups, come up with a list of 5 strategies you
might use when looking for a job.



Presenter
Presentation Notes
Have students answer in big group- write answers on white board (ex: personal contacts, secondary or post-secondary career centers, employer websites, Craigslist, internet job sites, walk-ins, professional or trade associations etc.) 
Before reading question-split into small groups to answer next two questions
3) After group work, have someone from each group share what the group came up with.


WHAT MAKES NETWORKING HARD?

e Discuss what makes
networking hard?

e Why?
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DEFINE

Professionalism: The competence or skill expected of a
professional

Professionalism may look different given the job you hold!
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®)

IMPORTANT ASPECTS OF PROFESSIONALISM

e Conducting yourself with:

* Responsibility- the state or fact of having a duty to deal with
something or having control over someone

* Integrity- the quality of being honest and having strong moral
principles

* Accountability- the fact or condition of being accountable

* Excellence- the quality of being outstanding or extremely good



Presenter
Presentation Notes
Example of responsibility: the jobs and tasks you have to complete for the day
 
Example of integrity: staying on task at work even though no one is watching or supervising you

Example of accountability: working with a coworker and helping each other stay on task during an entire shift

Example of excellence: completing more tasks than were assigned for one shift 
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IMPORTANT ASPECTS OF PROFESSIONALISM

e Communicating:
* Effectively- to achieve a desired result

* Appropriately- in a manner that is suitable or proper
in the circumstances



Presenter
Presentation Notes
Ask for examples of each from the students


IMPORTANT ASPECTS OF PROFESSIONALISM

Arrive on time
Manages time effectively

Take responsibility for own
behavior

Work well with others
High quality work standards
Honesty and integrity

Look clean and dress
appropriately for the job



Presenter
Presentation Notes
Regardless of job… 
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WHAT DOES PROFESSIONALISM LOOK LIKE?

Each job is unique!



Presenter
Presentation Notes
Let’s take a look at different jobs and discuss what professionalism might look like in each one. 
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CHEF
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CONSTRUCTION WORKER
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FOOD SERVICE
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PRODUCTION
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Childcare

CHILD CARE
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JANITOR
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MAIL DELIVERER



http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwi7sqyi8JrUAhUpllQKHd6nBo4QjRwIBw&url=http://www.budgetsaresexy.com/the-millionaire-mailman/&psig=AFQjCNEA9H-ddf_OoIPOVOtkrdSkuCMcrg&ust=1496345561408446
https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjbp9Lh8JrUAhXmiVQKHbuSCoYQjRwIBw&url=https://en.wikipedia.org/wiki/Mail_carrier&psig=AFQjCNFf5d2Ffhc3Pttp4iGs0EUbFckJ4A&ust=1496345831853598
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjPhPnm75rUAhVjz1QKHf1KCG0QjRwIBw&url=http://davidcedillo.com/index.php/2016/10/whatthemailmanbrought/&psig=AFQjCNEA9H-ddf_OoIPOVOtkrdSkuCMcrg&ust=1496345561408446
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiY-qCH8JrUAhXmllQKHakHAlcQjRwIBw&url=http://www.clickhole.com/quiz/how-many-these-ways-have-you-tried-surprise-your-m-4998&psig=AFQjCNEA9H-ddf_OoIPOVOtkrdSkuCMcrg&ust=1496345561408446
https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwj80YHD8JrUAhWphVQKHUnlBvkQjRwIBw&url=https://blogfinger.net/2013/06/29/what-do-you-call-a-female-mailman/&psig=AFQjCNHm1NCZMdhjpElfLDLt-6qmbIu69w&ust=1496345755952818
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiDnp-S8JrUAhVpsVQKHZmRA-oQjRwIBw&url=http://www.lifewithdogs.tv/2014/08/heroic-mailman-helps-save-pit-bulls-from-roaring-blaze/&psig=AFQjCNEA9H-ddf_OoIPOVOtkrdSkuCMcrg&ust=1496345561408446

PROFESSIONAL WORK ATTITUDES



Presenter
Presentation Notes
Have everyone split into groups of 4 or 5. Give a chance for groups to discuss their answers after each question. 

1. Justin is a stock clerk at the local grocery store. Justin does only what he is told to do, no more and no less. 
Question: Does Justin have a good attitude toward work? Why or why not? 

2. One day, one of Justin’s co-workers knocked over a product display. Boxes were scattered all over the floor. At the time, Justin was working close by. He ignored the scattered boxes and left his workstation to tell others what had happened. 
Question: If you were the co-worker who knocked over the display, what would you have said to Justin? 

3. Later the same day, Justin was stocking shelves. The item he was stocking belonged in another part of the store. A co-worker trying to help Justin told him he was making a mistake. Justin insisted he was right and started an argument. 
Question: Was it right for Justin to argue with his co-worker? What could Justin have done differently? 

4. Before Justin went home that night, he overheard a personal conversation between two co-workers and the supervisor. The next morning, Justin told everyone what he had heard. The entire grocery store was soon talking about what Justin told them. 
Question: Was Justin correct in discussing what he had overheard? Explain. 

5. When Justin’s supervisor found out what had happened, she called Justin into her office for a conference. 
Question: What do you think was said to Justin? 
Question: If you were one of Justin’s co-workers, what advice would you give to him? 
Question: If you were Justin’s supervisor, what could you do to help him become a better employee? 
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LEARNED STRENGTHS

 What have you learned from the past 6 weeks?

« What do you believe are your new strengths?

* Please write them down on a piece of paper with
your name on it.



Presenter
Presentation Notes
MATERIALS: Each student will need a piece of paper
Have job coaches help those who may not be able to write
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RESUMES AND COVER LETTERS

 Mark any changes you think should be made
* Do you have a new work experience?
* What new strengths can you add?

 Look over your resume and cover letter with a job
coach



Presenter
Presentation Notes
MATERIALS: Each student will need their resume and cover letter (how will they have these??)


POST-PROGRAM ONGOING EVALUATION

Please fill out this evaluation as completely as possible!



Presenter
Presentation Notes
Materials:
40 copies of post-program ongoing evaluation forms
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