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9. 1  __________Develop a job-search plan

9.1.1    _________________Assess employment realities

9.1.2    _________________Contrast job-search methods

9.1.3    _________________Identify job leads

9.1.4    _________________Determine which job leads to pursue

9.1.5    _________________Identify salary options and benefit packages

9. 2  __________Apply communication skills employment search

9.2.1   ________________Make a telephone contact using appropriate communication skills

9.2.2   ________________Prepare a resume

9.2.3   ________________Complete a job application form correctly

9.2.4   ________________Write a cover letter and thank you letter

9.2.5   ________________Gather personal information which shows specific achievements, abilities and/or skills*

9.2.6 ________________Assemble a career portfolio*

9. 3  __________Demonstrate interview skills

9.3.1   _________________Demonstrate grooming appropriate to interview situation

9.3.2   _________________Demonstrate question-and-answer techniques

9.3.3 _________________Prepare for an interview (e.g. learn about employer and job, list of questions to ask, materials to take, what to wear, prepared for  

9.3.4                                    questions, practice for interview, where to go for interview)

9.3.4   _________________Prepare to respond to difficult or illegal interview questions

9.3.5   _________________Describe the factors to consider before accepting or rejecting a job offer*

9.3.6   _________________Participate in an actual or mock interview* 

9.3.7   _________________Write a follow-up letter after an interview*

9. 4  __________Employ strategies designed to meet responsibilities as working parent(s)

9.4.1   _________________Identify common concerns of married/single working parent(s)

9.4.2   _________________Contrast the responsibilities and commitment to family life and work life

9.4.3   _________________Solve practical problems associated with balancing work and family

9.4.4   _________________Identify the impact on children of having working parent(s)

9.4.5   _________________Develop daily and contingent childcare plans

9.4.6   _________________Evaluate quality child care establishments*

9.4.7  _________________Assess insurance options to meet family needs*

9. 5  __________Develop time-management plans

9.5.1   _________________Categorize and prioritize time demands

9.5.2   _________________Identify wasted time and its impact

9.5.3   _________________Identify the value of scheduling personal respite time

9.5.4   _________________Resolve time conflicts

9.5.5   _________________Develop strategies for improving time management

9. 6  __________Identify behaviors required to be successful in school and work

9.6.1   _________________Identify strategies for success in school and work         

9.6.2   _________________Identify factors that influence one’s image

9.6.3   _________________Analyze the importance of punctuality, dependability, attendance, and productivity level

9.6.4   _________________Use positive and negative feedback techniques to develop scholastically and professionally

9.6.5   _________________Identify teamwork skills

9.6.6   _________________Identify creativity

9.6.7   _________________Identify initiative

9.6.8   _________________Identify loyalty to others

9.6.9   _________________Explain what your employer and/or teachers expect of as a worker/student*

9.6.10 _________________Identify ways to promote good working relationships*

9.6.11 _________________Explain the problem-solving process and the impact in the workplace and/or at school*

9.6.12 _________________Explain how to manage conflict in the workplace and/or at school*
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