   COMMUNICATION FOR BUSINESS
April 30, 2007 – May 4, 2007
I. Andrews and R. Wallace
	DATE
	STANDARDS 
	STRATEGY
	CONTENT

PAGES
	MATERIALS/

RESOURCES
	EVALUATION

	MONDAY 

04/30
	#50 Proofread business documents to ensure that they are clear, correct, concise, complete, consistent, and courteous.

#100 Demonstrate effective teamwork.
	Students will:

· Complete Sponge Activity – Writing Activity;

· Identify components of Effective Teamwork;

· Take notes on suggested ways to be an effective team.
	Chapter 2 – Teamwork

pp. 13-25


	Textbook – Technical Communication, notebook, pen


	Writing Activity

Teamwork Activity 

	TUESDAY

05/01
	#50 Proofread business documents to ensure that they are clear, correct, concise, complete, consistent, and courteous.

#100 Demonstrate effective teamwork.
	Students will:

· Complete Sponge Activity – Writing Activity;

· Identify components of Effective Teamwork;

· Take notes on suggested ways to be an effective team.
	Chapter 2 – Teamwork

pp. 13-25
	Textbook – Technical Communication, notebook, pen


	Edit Letter/Dr. Everett
Complete:  Editing Application Problems 2-1; 2-2, pp. 28-29

	WEDNESDAY

05/02
	#84 Identify ways to find appropriate jobs, including the use of the personal network.
#85 Write a formal application message, resume, and follow-up message for a job opportunity;

#88 Participate in and analyze mock interviews;

#93 Complete Job Application Forms.
	Students will:

· Complete Sponge Activity on wages/salaries;

· Complete neatly and correctly a Employment Form

· Complete Chapter 3 key terms and Exercise 1
	Chapter 3 Job Search and Success
pp. 30-66
	Textbook – Technical Communication, notebook, pen


	Networking Activity
Want Ads

Job Applications

	THURSDAY

05/03
	#83, #85,  #88, #93
	Students will:

· Know sources for finding a job;
· Complete a job application form;

· Format a letter of application and resume;
	Chapter 3 Job Search and Success
pp. 30-66
	Textbook – Technical Communication, notebook, pen


	Interview Sample Questions/Response
Employment Source Activity

	FRIDAY

05/04
	#83, #85, #88, #93
	Students will:

· Complete Sponge Activity
· Compare sources of locating a job;
	Chapter 3 Job Search and Success
pp. 30-66
	Textbook – Technical Communication, notebook, pen


	On-line Employment Sources


COMMUNICATIONS FOR BUSINESS
May 07, 2007 – May 11, 2007
I. Andrews and R. Wallace
	DATE
	STANDARDS

	STRATEGY
	CONTENT

PAGES
	MATERIALS/

RESOURCES
	EVALUATION

	MONDAY 

05/07
	#84 Identify ways to find appropriate jobs, including the use of the personal network.

#85 Write a formal application message, resume, and follow-up message for a job opportunity;

#88 Participate in and analyze mock interviews;

#93 Complete Job Application Forms.
	· Complete Sponge Activity – Writing Activity;

· Identify components of Effective Methods of Finding a Chosen Career;

· Edit Resumes
	Chapter 3 Job Search and Success

pp. 30-66
	Textbook – Technical Communication, notebook, pen


	STUDENT RESUMES

	TUESDAY

05/08
	#50 Proofread business documents to ensure that they are clear, correct, concise, complete, consistent, and courteous.

#100 Demonstrate effective teamwork.
	· Complete Sponge Activity – Writing Activity;

· Identify components of an Interview – sample questions/responses;

· Take notes on suggested ways have an effective interview.
	Chapter 3 Job Search and Success

pp. 30-66
	 Textbook – Technical Communication, notebook, pen


	Mock Interviews

	WEDNESDAY

05/09
	#97 Explain the value of leadership skills;

#100 Demonstrate effective teamwork.
	Students will:

· Learn and compare appropriate methods of interviewing techniques
	Chapter 3 Job Search and Success

pp. 30-66
	Textbook – Technical Communication, notebook, pen


	Mock Interviews

	THURSDAY

05/10
	#97 Explain the value of leadership skills;

#100 Demonstrate effective teamwork.
	Students will:

· Learn and compare appropriate methods of interviewing techniques
	Chapter 3 Job Search and Success

pp. 30-66
	Textbook – Technical Communication, notebook, pen


	Interview Assessments

	FRIDAY

05/11
	#97 Explain the value of leadership skills;

#100 Demonstrate effective teamwork.
	Students will:

· Review interview sample questions and responses
	Chapter 3 Job Search and Success

pp. 30-66
	 Textbook – Technical Communication, notebook, pen


	Interview Assessment


Reading Assignments: 
Read Articles pertaining to Current Business Events.


Textbook:

Technical Communication – A Guided Approach; June Dostal/Deborah St. Vincent

Materials: 

Textbook, Notebook, Pen/Pencil
Character Traits:
Perseverance
