Course Title: Cooperative Business Education

Project Name: Employment Process Packet

Time: 5-8 Hours

Objectives:

Demonstrate the ability to complete a project working with a group.

Demonstrate effective written communication skills.

Compose documents related to employment.

Complete employment forms.

Apply appropriate interviewing techniques.

Apply technology to common business applications using word processing software.

Produce business documents following guidelines of mailability.

Demonstrate steps for completing projects using reprographics.

Materials Needed: Word Processing Software

 

Resources: Internet

Texts about employment

Student Handouts: Employment Process Packet Evaluation

Interdisciplinary Involvement: Business classes, Technical Preparatory classes,

FBLA, Advisement program

Step-by-Step Involvement:

Instructor explains the purpose of the project and gives a brief overview of the

project. Purpose: to create a packet of information to be distributed to teachers,

advisors, or students. The packet should explain how to apply for a job. Information may include how to produce resumes, letters of application, and follow up letters; how to complete application forms; how to participate in a job interview, how to dress appropriately for a job interview, etc. Sample documents along with instructions for producing the documents should be included.

Develop teams. These may be formed by students or formed randomly by

instructor.

Team members determine the contents of the packet and assign individual

responsibilities to members.

If this project is used as a culmination of the employment unit, team members will

compose, key, format, and edit the documents to be included in the packet.

If this project is used as a review of the employment unit, team members may

need some time to review/research prior to composing, keying, formatting, and

editing the documents to be included in the packet.

After the packet has been evaluated by the instructor and other teams, the packet

should be edited if necessary. The packet then can be distributed to others (tech prep students, advisors, FBLA members, etc.).

Variations: Teams may be required to make an oral presentation in addition to

distributing the packet to others.

Teams may compare each others packets, picking and choosing the

best documents or revising to create new documents. A final packet is then created and distributed.

Assessment Options: See attached evaluation form.

 

EMLOYMENT PROCESS PACKET EVALUATION

 

Each team member will be evaluated by the instructor using the following

instrument. (This will be recorded as a participation grade. More than one grade

may be given.)

 

	Attribute
	0 points
	1 point
	2 points
	3 points
	4 points
	5 points

	Group Participation
	Did not contribute
	Contributed very little
	Contributed a little when prodded
	Contributed somewhat
	Voluntarily contributed
	Took leadership role


0 points = 0

1 point = 50

2 points = 70

3 points = 80

4 points = 90

5 points = 100

Team members will evaluate their own as well as their fellow team members’ participation within the team. The following instrument will be used. (This will be recorded as a participation grade. More than one grade may be given.)

	Attribute
	0 points
	1 point
	2 points
	3 points
	4 points
	5 points

	Group Participation
	Did not contribute
	Contributed very little
	Contributed a little when prodded
	Contributed somewhat
	Voluntarily contributed
	Took leadership role


0 points = 0

1 point = 50

2 points = 70

3 points = 80

4 points = 90

5 points = 100

The instructor as well as the other teams will evaluate the packets. (The same grade will be given to all members of the same team. The grade will be recorded as a daily grade.) The following criteria will be used.

Superior Quality: Rating 3 (100)

Packet was based on appropriate and current information. Packet was keyed and included comprehensive information about the employment process. The packet included no grammatical/punctuation errors. Creativity was evident.

 

 

 

Average Quality: Rating 2 (85)

Packet was based on appropriate and current information. Packet was keyed and included comprehensive information about the employment process. The packet included few grammatical/punctuation errors. Some creativity was evident.

Below Average Quality: Rating 1 (75)

Packet was based on appropriate information. The packet was keyed and included information about the employment process. The packet included several grammatical/punctuation errors. Little or no creativity was evident.

Failing Quality: Rating 0 (60 if not complete; 0 if not done)

Packet was not done or was not completed on time. The packet was not keyed. The packet was not informative. The packet contained numerous grammatical/punctuation errors. No creativity was evident.

