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Even in their high school years, students should start to formulate their career objectives and develop a career portfolio. In this project, students will be exposed to the processes involved in researching and obtaining a job. They will explore a variety of career interests in order to prepare for a future vocation, identify their career interests through online surveys, and research careers compatible with their career interests.  The class will use Microsoft® Access to create a jobs-bank database. The students will gather information to compose an employment resume using Microsoft Word, and practice their interviewing and role-playing skills through mock job interviews. As a culminating exercise, each student will develop and present an electronic career portfolio using Microsoft PowerPoint.
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Project 3 Challenge for Students

How will you achieve a successful career?

As a high-school student, you should start to examine the kinds of career options available to you. It is important even at this early stage to start developing a career portfolio that identifies your career interests and objectives. You must also become better informed about the different job opportunities available to you and their training and educational requirements, and how jobs are categorized to make the search more manageable. Most of this project will be accomplished by having you work on your own personal career plan, rather than as a team member. 
Project 3 Task:

For this project assignment, you will complete the following tasks:

1. Learn about career interests by taking various online career self-assessments.

2. Read at least two prominent theories about job interests and styles.

3. Predict the results of the online assessments prior to receiving test results.

4. Write a short essay about an “ideal” job.

5. Develop a list of the most common job ‘clusters’ or categories.

6. Correlate or match personal job recommendations to job clusters.

7. Research specific careers, first as a general overview, and then in-depth. 

8. Input researched career information into a database, and use the database’s sorting and reporting capabilities.

9. Gather and organize information to create a functional job resume.

10. Determine current and future career objectives.

11. Investigate job interview techniques in order to prepare for and participate in a role-play of a mock job interview.

12. Assemble and present a digital career portfolio that incorporates all of the previous learning exercises and information for this challenge.

13. Each team's career portfolio and teamwork will be evaluated according to a rubric that will be provided by the teacher at the start of the project.

Project 3 Details:

In this project, students will explore their career objectives and develop a career portfolio.

This project is composed of three modules, each with an over-arching theme to be examined, and student objectives:

Module 1: 

Assessing Career Interests

· students self-assess their career interests and styles based on two prominent theories: the Birkman Method and Holland’s Theory
· students describe their “ideal” or “dream” job based on their self-assessments
Module 2: 

Investigating Careers

· students identify job categories or clusters
· students explore possible careers choices based on their self-assessments
· students research in-depth one career choice
· students investigate educational training to support their career choice
· students input data, sort and create a report with a jobs-bank database
Module 3:

Preparing a Career Portfolio

· students write a functional resume

· students prepare for and role-play a mock job interview

· students assemble and present a career portfolio

Student Prerequisites and Skills

Internet

· Web site navigations

Microsoft Word

· Opening a document

Microsoft PowerPoint

· Opening a presentation

Microsoft Access

· Opening a database

Student Skills to be Introduced

· Input, sort, and report information in a database

· Use special formatting (i.e., tables) to create a resume with Word

· Assemble a digital career portfolio into a slide show presentation

· Hyperlink documents into a slide show presentation 

Classroom Technology Resources

· Internet access and Internet browser software

Instructional Resources

Instructional resources are provided on the resource CD, “Project 3 – Careers,” for this student project.

Teacher Guide Folder:

· Teacher Lesson Plan (Project 3 – Lesson Plan.doc)
· PowerPoint presentation on the Project Challenge (Project 3 - Challenge.ppt)

· Project 3 Resume Rubric (Project 3 - Resume Rubric.doc)
· Project 3 Presentation Rubric (Project 3 - Presentation Rubric.doc)
· PowerPoint presentation for Module 1: (Project 3 - Module 1.ppt)

· PowerPoint presentation for Module 2: (Project 3 - Module 2.ppt)

· PowerPoint presentation for Module 3: (Project 3 - Module 3.ppt)
· Access database for Project 3: (Project 3 – Careers.mdb)
Student Lessons Folder:

· Student Handout on the Project Task and Challenge (Project 3 Challenge.doc)

· Student Handout for Module 1: Assessing Career Interests  (Project 3 - Student Lesson - Module 1.doc)

· Student Handout for Module 2: Investigating Careers  (Project 3 - Student Lesson - Module 2.doc)

· Student Handout for Module 3: Preparing a Career Portfolio (Project 3 - Student Lesson - Module 3.doc)
· Step-by-Step Guides Folder:
Step-by-Step Word XP: Resume (Word-Resume.doc)

Step-by-Step Access XP: Editing Careers Database (Access-EditData.doc)

Step-by-Step Access XP: Data Entry and Sorting (Access-Sorting.doc)

Step-by-Step PowerPoint XP: Career Portfolio (PowerPoint-CareerPortfolio.doc)
Word Resume Template (with hidden text) (Resume.dot)
Other Suggested Web Sites

Career Ideas
http://www.utexas.edu/student/careercenter/careers/index.html 
From the Career Center at the Univ. of Texas, a helpful chart with specific job titles for all the different majors a student might take at the university level.

Careerbuilder.com: International
http://www.careerbuilder.com/JobSeeker/Jobs/jobfindil.asp?sc_cmp2=JS_HP1_QSB_Intl 
An all-purpose job-seeker’s site with assessments, career advice, and job postings. This link is specifically to their international search site.

Project 3 Activities

Assessing Career Interests

In Module 1, students will be introduced to a variety of self-assessments.  They will evaluate their career styles and interests, first through various theories, then by on-line self-assessments, and finally by self-evaluation. Students will conclude this module by writing an essay about their ‘ideal’ or ‘dream’ job that reflects on their previous findings.

Become familiar with the contents of this module by reading through the activities and exploring the exercises before teaching Module 1. On the resources CD, you will find the Student Lesson for Module 1 and a PowerPoint that you can use with your class.

Skills and Interests Self-Assessment 

How many times are students asked, “What do you want to do when you graduate from high school?” It’s not an easy question to answer unless they have taken the time to evaluate their values, interests, aptitudes, abilities, personal traits and desired future life style. In order to make an informed decision, students must assess their career interests and discover who they are.  An understanding of self will help them to evaluate the best educational options and career alternatives suited to them. 

Consider the questions below for students to answer:

14. What are your current interests and hobbies?

15. What skills or special talents do you have?

16. What kind of work would you most like to do? 

17. Do your skills and interests influence your life and school decisions? 

18. Where could you obtain information related to job possibilities and career interests? 

Future career success and happiness depends on the understanding of one’s self. Choosing a career that makes one feel fulfilled and happy depends on matching oneself with the best employment opportunities available.  

A good first step for students to determine their career goals is to assess their own career interests.  However, both caution and remind students that these assessments are only a guide toward steering them in a career direction where their current interests seem to be directed.  It is advisable to take several interest assessments and compare the results.  It is also recommended that they speak with career guidance counselors who can also help assess their interests and interpret the results.  Trusting “gut” feelings and disregarding information is also important if a result doesn’t “feel” right. 

The following website should be previewed by the teacher, and its contents briefly discussed with the students, before any of the online assessments are taken. Students should be aware that no single evaluative test should be trusted or wholeheartedly accepted as completely reliable.

The Job Hunter's Bible: The Seven Rules About Taking Career Tests
http://www.jobhuntersbible.com/counseling/ctests.shtml  
Cautionary advice for those who take free online tests to determine career or vocational goals.

If students entered the workforce today, they can expect to have at least four or five career changes during their working life. The ever-changing advancements in technology will require them to continually upgrade their skills and knowledge.  Assessing their skills and interests according to various theories, methods, or systems, will assist them in determining their future options and choices. Self-assessment is like a road map - helpful to indicate the kinds of work styles, environments and occupations that most clearly match or are the best fit for a job-seeker. 


The Birkman Method®

The Birkman Method® is a non-judgmental personality assessment that helps to uncover a person’s individual strengths, interests, motivational needs and challenges. No two people will be exactly the same; all individuals have their own unique path to greater success in life. Interests and Styles are described as follows with this method:

· “Interests” describe the types of work activities that one is drawn to, and ones that should be present in a job or career that is seriously being considered or undertaken. It is important to note that being interested in a particular line of work does not necessarily indicate skill in that career area. 

· “Style” describes the kind of work environment that helps one to perform at one’s best, resulting in greater job satisfaction. 

The Birkman Method self-assessment communicates its findings about preferred interests and styles through a four color-coding system (blue, green, red, and yellow). It should be clearly understood that one color is no better or worse than another color – no value judgment should be made. See more information about the Birkman Method at the following official site:

The Birkman Method
http://www.birkman.com 
This site provides additional information for career guidance for those who are interested in this method.

	Interests and Styles Color Codes
(based on The Birkman Method)

	Interests 

	Blue Interests


	creative, innovative, humanistic, thoughtful; plans activities, deals with abstraction; prefers quiet types of job responsibilities and professions

	Green Interests


	persuasive, selling, promotional; prefers to counsel or teach, motivate people, and likes group-contact types of job responsibilities and professions

	Red Interests
	practical, technical, hands-on, organized; prefers problem-solving types of job responsibilities and professions

	Yellow Interests


	scheduling, organized, detail-oriented; likes to work with numbers or systems; prefers predictable types of job responsibilities and professions

	Styles

	Blue Styles
	insightful, thoughtful, optimistic, orderly, cooperative, consistent, cautious, people-oriented and utilizes indirect communication; prefers to perform job responsibilities in a manner that is supportive and helpful to others with a minimum of confrontation; also prefers work where one has time to think things through before acting 

	Green Styles
	competitive, commanding, flexible, forceful, outspoken, independent; likes to be people oriented and utilize direct communication; prefers to perform job responsibilities in a manner that is outgoing and even forceful; likes work where things get done with a minimum of thought and where persuasion is well received by others

	Red Styles
	friendly, decisive and energetic, frank, task-oriented and likes to utilize direct communication; prefers to perform job responsibilities in a manner that is action-oriented and practical; likes work where things happen quickly and results are seen immediately

	Yellow Styles


	cautious, concentrative, sociable, task oriented and likes to utilize indirect communication; prefers to perform job responsibilities in a manner that is orderly and planned to meet a known schedule; likes work where things get done with a minimum of interruption and unexpected change


Each color also has its own key word:

· Blue: Planning

· Green: Communicating

· Red: Expediting

· Yellow: Administrating

Exercise 1.1: Complete a Simple Inventory of Personal Interests and Style

Students are to take a simple online interests inventory located at the following website. The results are given in terms of color-coded responses based on The Birkman Method (described earlier). They are to first ‘guess’ what they believe their color codes will turn out to be, and then compare with their actual results after taking the quiz.

The Princeton Review Career Quiz
http://www.princetonreview.com/cte/quiz/career_quiz2.asp 
This personality assessment was created by Birkman International, Inc. as an introductory quick look at the Birkman method. It is an online survey composed of 24 forced-choice, paired questions that can easily be answered in about 5 minutes. [The full Birkman Method questionnaire consists of over 200 questions, and is available through trained consultants worldwide.] The results provide a general description, based on color, of the student's interests, skills, and preferred style – all important items that will help students think about future careers.

Dr. John Holland’s Code Theory

Dr. John L. Holland developed another popularly-used theory that is the basis for most career inventories used today. The Holland Code Theory is a system to classify jobs into job categories, interest clusters, or work personality environments.  In the Holland Model, these categories represent work personalities. The six basic work personalities are:

· Realistic

· Investigative

· Artistic

· Social

· Enterprising

· Conventional

According to Holland, a person might have interests and similarities in several of the groups, but is usually more strongly attracted to two or three of the interest areas. 

	Personal Interest Areas
(Based on Dr. John Holland’s Theory)

	Code
	Interest Area
	Interest Area Description

	R
	Realistic
	People who generally like to be involved in activities that include practical, hands-on problems and solutions, or prefer to work with objects, machines, and tools; these are people who may have athletic or mechanical ability; like to deal with plants, animals and real-world materials, or to be outdoors
Possible Job Matches: Carpenter, Cook, Electrician, Industrial Arts Teacher, Materials Engineer, Metal Shop Supervisor, Paramedic

	I
	Investigative
	People who generally like to be involved in activities that have to do with ideas and thinking; these are people who like to observe, learn, investigate, analyze, evaluate, or solve problems; like to search for facts and figure out problems mentally
Possible Job Matches: Chemical Engineer, Computer Programmer, Drafter, Laboratory Assistant, Pharmacist, Surgeon, Systems Analyst, Veterinarian

	A
	Artistic
	People who generally like to be involved in activities that are more artistic; these are people who have innovative or intuitional abilities, and like to work in unstructured situations using their imagination and creativity; like forms, designs, patterns, and self-expression
Possible Job Matches: Advertising Executive, Architect, Author, English Teacher, Film Editor, Interior Designer, Musician, Photographer

	S
	Social
	People who generally like to be involved in activities that assist others and promote learning and personal development; these are people who like to work with people to enlighten, inform, help, train, or cure them, or are skilled with words; prefer to communicate, teach, give advice, and service people
Possible Job Matches: Counselor, Elementary School Teacher, Employee Relations Specialist, Nurse, Occupational Therapist, Personnel Manager, Police Officer, Political Scientist

	E
	Enterprising
	People who generally like to be involved in activities that have to do with starting up and carrying out projects; these people like to work with people, influencing, persuading, performing, leading, or managing for organizational goals, decision-making or economic gain
Possible Job Matches: Financial Planner, Judge, Lawyer, Management Trainee (any industry), Operations Manager, Project Director, Sales Manager, Urban Planner

	C
	Conventional
	People who generally like to be involved in activities that follow set procedures and routines; these people like to work with data and details, have clerical or numerical ability, carry out tasks in detail or follow through on others' instructions
Possible Job Matches: Accountant, Bookkeeper, Building Inspector, Editorial Assistant, Investment Analyst, Mortgage Processor, Payroll Clerk, Website Editor


For more information on the six code types, the teacher may wish more information and is encouraged to visit one or more of the following:

The Holland Code
http://www.usu.edu/explore/holland.html 
Provided by a career resource center of a university - a clickable chart of the six code types.

John L. Holland’s General Areas of Career Interest
http://hrnt.jhu.edu/cmp/HollandTypes.cfm 
Here’s a basic description of Holland’s theory, with detailed information about each of the personality types. From John Hopkins University.

The Holland Code Categories and Descriptions
http://www.suu.edu/ss/career/planning/holland-categories.html
A nice overview of the six code types, from Southern Utah University.

Exercise 1.2: Career Interests Guessing Game

Tell students to imagine that they are entering a room in which there are six major groups or types of people, based upon Holland’s theory. They are to select or choose which of the six groups they would first want to interact with, and then also select a second and third choice. 

This student exercise quickly gets students to think about the different characteristics of the six groups, and which type of person or work environment best suits them.  

Another alternative: Around the classroom in six places, post sheets of paper marked with the six letters of Holland’s system in big print. Instruct students to get up from their chairs and go to the letter for their 1st, 2nd, and 3rd choices, one at a time. This exercise physically demonstrates that students share characteristics with their fellow classmates.

Exercise 1.3: Take an Online Interests Survey

Holland's theoretical theory can be helpful to students in identifying their own current interests. Many online career sites claim to be able to generate or determine RIASEC codes, although not all of them are valid methods for determining the Holland Code. Teachers should preview the online sites in Exercise 1.3 prior to having the students take the surveys.

Self-Directed Search (SDS)
http://www.self-directed-search.com/ 
Dr. Holland’s site, with his own authored measure, the SDS -  the only test with a valid test/method that results in a Holland code. The SDS, available for a fee, is provided in a variety of formats including paper-and-pencil, software, scoring service, and an internet format. 

Numerous other sites provide students and career-seekers with information, and free interests and skills surveys (online) based on Holland's (RIASEC) interest structure, although it must be understood that the RIASEC terminology may not be equivalent to Holland’s code. At the end of each survey, students are presented with some kind of RIASEC rating. 


O*NET – Occupational Information Network – HIGHLY RECOMMENDED
http://www.onetcenter.org/ 
In the left panel, click on “Career Exploration Tools” under Products, then click on the drop-down menu and select “Interest Profiler.” Either download the quiz or print it out.  The results will identify the survey-taker's RIASEC code.

The Career Interest Checklist
http://icpac.indiana.edu/careers/inventories/Interest-Checklist.xml 
Click on the “Career Interest Checklist” and follow the instructions. The results do not necessarily indicate the "right" careers for you, and shouldn't be confused with more scientific career assessments.  Examine your results which are broken down first by listing the RIASEC codes and then possible job interests. 
The Career Key
http://www.careerkey.org/english/ 
Click on the “Take the Career Key, a professional career test” link and then take the test. It measures your skills, abilities, values, interests, and personality based upon the six code types. The results are classified from highest score to lowest score for each of the codes, with a list of possible job interests for each one.

Know Your Personality Type, or Holland Code
http://jobs.utah.gov/wi/Regions/central/holland.pdf 
In .pdf file format, a two-page condensed worksheet to help test-takers determine their RIASEC Code type.
Work Interest Quiz
http://www.myfuture.com/t3_career/t3ct_workinterestquiz.html 
Directions tell the test-taker to check the box next to any of the 60 activities that one likes to do. Answers are analyzed and fit into two of the 6 work groups (Realistic, Investigative, Artistic, Social, Enterprising or Conventional). 

After students have completed at least one of the above surveys, they should record their RIASEC code.  An RIASEC code usually consists of three letters, representing the three strongest areas of interest. [Sometimes, only two letters are provided.] They are in descending order: strongest, next strongest and third strongest. For example, an RIASEC code of SEI stands for Social, Enterprising, and Investigative.
Then, students should list at least six jobs that are recommended and correspond to their RIASEC code. They should be directed to the following recommended sites to find corresponding career paths or jobs. Teachers should preview these online sites prior to having the students visit them: 

Sample RIASEC Code Report
http://www.self-directed-search.com/sdsreprt.html 
A very informative example of an official Code Report from Dr. Holland’s site, with information about how codes are reported and what they mean.

Holland Code Careers
http://www.baylor.edu/careercounseling/index.php?id=16218
Once a student has determined his/her 3-letter RIASEC code type, this site provides a very long list of careers for each one.

Career Planning – Job Search: North Carolina Career Resource Center
http://www.soicc.state.nc.us/soicc/planning/jh-types.htm 
Provides personality characteristics, work environments, sample occupations, and college majors based on the Holland Personality Types.
Career Code Map
http://www.lsc.vsc.edu/intranet/academics/careersrv/Codemap/ 
This site shows how each of John Holland’s six types can be used to identify potential majors or minors in college.

Holland Type Interest Quiz
http://www.sfasu.edu/advising/Holland_Test.htm 
Another method to determine career matches for various code types.

Enter RIASEC Code
http://icpac.indiana.edu/careers/inventories/RIASEC.xml 
If you have determined your three letter code from another site, you may enter it here, and discover possible job matches.

Dream Job 

After students have had the opportunity to self-assess their career interests through online surveys, they should now take time to think about what type of career they would ideally like to pursue. 

Exercise 1.4:  What is My “Ideal” or Dream Job?

Students are to use Microsoft Word to write a one-page essay on what they consider to be their ‘ideal’ job.  They should include all of the previous exercise results in their essays:

· Results of the Interest and Style Colors survey (Exercise 1.1)

· Results of the RIASEC interests survey (Exercises 1.2 and 1.3)

· A compilation of the possible job interests based on the interests survey results (Exercise 1.3)

· Description of the ideal job that is best suited for them, including main responsibilities, locale, job hours, etc.

Investigating Careers
Module 2 introduces students to the concept of job clusters – the general job categories that are useful for job-seekers. Then, students complete two career investigations. The first will be a general overview, and the second will be an in-depth study. They will match possible major fields of study (for their chosen career) with educational institutions that will support the educational training required. Finally, they will input their jobs data into a Microsoft® Access database, and use its searching capability.

Become familiar with the contents of this module by reading through the activities and exploring the exercises before teaching Module 2. On the resources CD, you will find the Student Lesson for Module 2 and a PowerPoint that you can use with your class.

Job Categories or Clusters

In order to make the enormous task of career exploration more manageable, it’s important to think of over-all employment opportunities as jobs that fall into general ‘clusters’ or categories. A ‘cluster’ can be defined as a group of occupations related to a particular industry or field. Whenever a job-seeker searches for employment, they have to narrow down the search by selecting an area, ‘cluster,’ or sub-category of similar skills, educational background, and responsibilities. Usually, there are about two dozen clusters that are commonly provided on job-search sites.

For example, here’s one typical listing of 14 major career ‘clusters’ that appear on one job website. Specific jobs are then located within or assigned to each of these ‘clusters.’ 

1. Agriculture and Natural Resources
2. Art, Media and Communications
3. Building and Construction
4. Business, Management and Finance
5. Educational Services
6. Engineering, Science and Technologies
7. Health Services
8. Legal, Social and Recreation Services
9. Manufacturing and Processing
10. Marketing, Sales and Promotion
11. Mechanical Repair and Precision Crafts
12. Personal and Commercial Services
13. Protective Services
14. Transportation
Exercise 2.1: Choosing the Fifteen Most Common Job Clusters

In the career explorations that the students will be pursuing in this Module, they have to first decide upon the 15 most common job clusters that they find most often on job websites. Students will be using the recommended websites found below to select what they believe are the best choices for a list of the 15 most common job clusters. They will discover that they may need to reword the title for each ‘cluster’ category that they find. They will complete this task within teams of four students. 

Indiana Career Postsecondary Advancement Center: Career Clusters
http://icpac.indiana.edu/careers/clusters/index.xml 
Provides 14 groups of related occupations. (Click on “Non-Indiana User” when prompted.) 

Jobs Listed by Occupational Field
http://www.careers.org/topic/01_jobs_70.html 
A list of job resources on the web organized by occupational field. 

Career Briefs
http://www.soicc.state.nc.us/soicc/info/briefs.htm 
Provides 18 types of career categories in an index.

Job Listings: The Riley Guide
http://www.rileyguide.com/jobs.html
Scroll down to see various categories of jobs, beginning with “Engineering, Science, and Manufacturing.”

O*NET Online: Find Occupations
http://online.onetcenter.org/gen_search_page
Use the drop-down menu to access job categories.

Career-Explorer: Find a Job
http://www.bestjobsusa.com/~specials/partners/careerex/ 
Again, use the drop-down menu to access job categories.

Then, as an entire class follow-up exercise, instruct students that they must reach a consensus (agreement) on the fifteen job categories that they will be using in a jobs-bank database.

Exercise 2.2: Matching Job Clusters

In this next activity, Exercise 2.2, students must identify which of the 15 previously-decided general cluster areas or job categories match each of their specific recommended jobs (from Exercise 1.3). 

Sample below:

	Six Selected Jobs 
(from the recommendations 
in Exercise 1.3)
	
	Cluster Group Identification



	1.
	Teacher
	
	Educational Services

	2.
	
	
	


Exercise 2.3: Jobs-Careers Exploration – General Overview

Students will now briefly gather information about the six careers that were recommended and based upon the results of their online career assessment (in Exercise 1.3). Students will be obtaining details about their six recommended jobs, including job description, education required, and salary range (average annual). A sample is provided below: 

	Exercise 2.3: Six Career Possibilities 

	Job Title: Loan Officer

	Brief Job Description: Evaluate the credit of an individual or business applying for a loan; authorize loans or advise borrowers.

	Education Required: Two years, community college minimum; normally a Bachelor’s Degree required

	Salary Range (average annual): $27,660 to $48,000


This is only an introductory exercise. Looking ahead toward the next exercise, Exercise 2.4, students will be selecting one of these six careers for a more in-depth analysis.

Below are recommended website resource links that will assist the students in obtaining summary information about each of the six careers that they will be describing in their charts. Students should use more than one of the following website resources in order to complete the exercise:
US Department of Labor: Occupational Outlook Handbook
http://www.bls.gov/oco/
Provides information on hundreds of jobs.

The Princeton Review: Find Careers and Internships
http://www.princetonreview.com/cte/search/careerSearch.asp
Search for descriptions of different careers and available internships.

ICPAC: Career Profiles Index
http://icpac.indiana.edu/careers/career_profiles/ 
Provides profiles for 480 different careers. (If necessary, click on non-Indiana user).

Career Briefs
http://www.soicc.state.nc.us/soicc/info/briefs.htm 
Provides summary information on hundreds of career choices.  Careers are grouped by clusters.
CareerMatters: All Careers
http://www.ilc.org/cfmx/CM/Careers/cm_career_list.cfm 
Provides an alphabetical listing of hundreds of possible job-careers, from the Independent Learning Centre in Ontario, Canada. 
O*NET Online
http://online.onetcenter.org/gen_search_page 
Search information on hundreds of jobs.

Monster.com: Job Profiles
http://jobprofiles.monster.com/ 
Contains interesting and colorful descriptions for 120 different kinds of jobs.

Career-Explorer: Find a Job
http://www.careerexplorer.net/careers.asp  
Click on the job categories to obtain summary information on a career.

In-depth Career Research

This entire project is structured so that students proceed from a general overview of their career interests, to a much more detailed, in-depth analysis of what they are interested in for their future career. Therefore, this next exercise requires that students further investigate a specific career interest.

Exercise 2.4: Researching a Career 

Students will conduct in-depth research on one selected job within their six job matches. They will complete the following ‘fields’ of information for their job selection, using Microsoft Word:
	RIASEC Code:

	Job Cluster or Category:

	Job Title: 

	Job Summary:

	Education/Training Requirements:

	Skills Needed:

	Average Annual Salary:

	Future Outlook: 

	Related Job Titles:


This exercise anticipates a later one - look ahead to Exercise 2.6 to view the Microsoft Access form the students will use to input their research.

Students should be instructed to visit the web sites already found in Exercise 2.1 to assist them in researching information on their career choice.  The sites below may also be of assistance in their research:

Jobs and Careers Web Directory
http://www.careers.org/
Information and description of a variety of jobs and careers.
Career Journal by Wall Street Journal
http://www.careerjournal.com/ 
Descriptions of a variety of jobs and careers.
Connexions: Career Database
http://www.connexions-direct.com/careersDatabase.cfm 
A British website, with a series of drop-down menus that step-by-step narrows down career information, and provides a short description.

Career Voyages
http://www.careervoyages.gov/
Information written for students on careers.
Career InfoNet
http://www.acinet.org/acinet/
Information on the general job market outlook, wages, educational training.

Students will later be using this detailed job-career information as content for their digital career portfolio – this project’s culminating exercise.


Career Preparation and Training

Anywhere in the world, employers are looking for the same kinds of things from applicants: the skills, background, and ability to do the job. Another concern of students as they look ahead is how to properly prepare educationally for a specific job interest. For example, a budding archaeologist may wish to know more about courses, major areas of study, level of education, types of degree programs, and training requirements that would be necessary to prepare for a career in that field. Likewise, a current interest in being a physical education coach prompts the question: what do I need to know now to help me become a better informed and educated person as I seek a rewarding career in coaching?  
Exercise 2.5: Researching Educational Training to Support a Specific Career Interest

Students should use the suggested web sites below to match possible majors with educational institutions that will support the educational training required to pursue their specific career interest. The teacher should be sure to include web sites that are appropriate for their local area.
Indiana Career Postsecondary Advancement Center: Search National Schools by Major
http://icpac.indiana.edu/education/college_profiles/MajorsSearch.cgi
Click “Non-Indiana User,” then use the list of specific majors provided to search for degree programs offered by various schools.

The Princeton Review: Find Careers and Internships
http://www.princetonreview.com/cte/search/careerSearch.asp
Use the alphabetic menu provided to select a career or internship, and read about what a particular job would be like. Then click the Majors tab to see a list of suggested college majors that would be required for that chosen occupation. To investigate further, click on one of the items in the list of college majors, and then click on the “Schools Offering the Major” tab to see a list of matching schools.

Career-Explorer: Find a Job
http://careerexplorer.net/  
Use the drop-down menu below the map to select a career category, then click the “GO” button.  A list of educational institutions that offer training for the career choice will appear.

Worktrain.com
http://www.worktrain.gov.uk/Script/trainingsubjectareas3_0.asp? 
A British site for National Jobs and Learning, with helpful information about training required for various jobs.

JobFutures.ca
http://jobfutures.ca/fos/browse-programs-education_level.shtml 
Browse programs of study (or clusters) by educational levels: trade/vocational, community college, undergraduate, and master’s university level. 

As in the previous exercise, students will later be using this detailed job-career training and preparation information as content for their digital career portfolio – this project’s culminating exercise.

A Short Introduction to Career Databases

Throughout this entire project, students have been visiting websites that are essentially career databases which contain detailed information about a variety of careers. Essentially, a database is a collection of data arranged for ease and speed of sorting and reporting. One of the more useful desktop application tools for collecting and categorizing data is a database program called Microsoft Access. Below is a sample form view of the database your students will input their data into.

Exercise 2.6: Entering Information Into a Jobs Database 

The valuable results of the students’ in-depth career research will be collected, categorized and sorted within a database program for this exercise. To get started, the entire class will be provided with a Microsoft Access database shell to work with. Some preliminary design decisions have already been made in the Access database that is provided to the class. The format of the way the data is input in each record is provided in very specific ways, with forced choices or ranges (see examples below), to make the sorting and reporting processes easier and more effective:

Fields (of data) for each of the records in the database:

· RIASEC Code

· Six Choices: Realistic, Investigative, Artistic, Social, Enterprising, Conventional

· Job Cluster

· a suggested set of clusters or categories

· Job Title

· Job Summary

· Education Requirements

· Four suggested levels: High School diploma, Associates Degree, Bachelors Degree, Masters or Higher

· Training Requirements

· Two suggested requirements: Certification, License

· Skills Needed

· Average Annual Salary

· Provided in two ranges: Low Salary, High Salary

· Future Outlook

· Three suggested levels: Below Average, Average, Above Average

· Related Job Titles

· a suggested set of job titles

This database will be composed of career-choice information gathered by every student. Each student will input their research information from Exercise 2.4 into a record in the database.  The Step-by-Step Access XP: Editing Careers Database guide provides information on altering the database information by the teacher (with input from the class).  The Step-by-Step Access XP: Data Entry and Sorting guide provides information on how students will enter, sort, and report out their research data in the Careers database.

Exercise 2.7: Sorting Information in a Database

Once all members of the class have completed entering their research into the database, demonstrate how students can sort and create reports with the data.  The Step-by-Step Access XP: Data Entry and Sorting guide provides instructions on conducting database sorts and creating reports.

Preparing a Career Portfolio 

In Module 3, students will learn about the different components required for a job resume (or curriculum vitae). They will gather and categorize their own personal information and determine a career objective before composing their own functional type of resume. They will also examine interviewing tips and techniques before participating in a mock-interview role play.  Finally, they will assemble all of their job career findings from previous project exercises to create a digital career portfolio for presentation.

Become familiar with the contents of this module by reading through the activities and exploring the exercises before teaching Module 3. On the resources CD, you will find the Student Lesson for Module 3 and a PowerPoint that you can use with your class.
Job Resumes (or CVs)

A resume (or CV, short for ‘curriculum vitae’ which means “course of life” in Latin), should provide a positive, accurate overview of a job-seeker’s experiences, qualifications, skills, interests and education. Resumes are commonly used in North America, while CV’s are used mainly in Europe or internationally. The major difference between a CV and a resume is its length (the standard CV is between 2 and 8 pages long where the standard resume is between 1 and 2 pages long). The resume to be developed in this project should be only one or two pages long. 

A resume is a great marketing piece to help sell oneself to a potential employer and obtain an interview.  A solid resume highlights a person’s strengths and accomplishments. All resumes must include contact information, experience and educational background:

· Contact information: This includes name, address, phone number and email address.

· Experience: This section includes the name and address of present or past employers, positions, responsibilities, and accomplishments.

· Education: This section includes educational background, certificates, and relevant training.  It also includes the name and address of schools, year of completion, and degrees, diplomas, and field of study.

The web sites below provide more general information on resume writing and resume do’s and don’ts:

Introduction to Resume Writing
http://icpac.indiana.edu/careers/resume/gather.xml
Provides step-by-step information on writing resumes.  You will need to click “Non-Indiana User”.

Career Planning Section 1: Overview
http://www.soicc.state.nc.us/soicc/planning/c3cc.htm
Scroll down to view information on writing resumes.  This site contains a list of do’s and don’ts.  Also contains a list of verbs to use in a resume.

Resume Tutorial
http://www.acinet.org/acinet/resume/resume_intro.asp
Provides a step-by-step tutorial on writing resumes.

Quintessential Careers: Resume Tutorial
http://www.quintcareers.com/resume_tutorial/tutorial_1.html
Another tutorial for writing a resume.

Your Guide to Resume Writing
http://www.jobweb.com/Resumes_Interviews/resume_guide/how_to.htm
Provides a resume outline guide.

Step One: Determine Career Objective

The first step in writing a resume is to determine a career objective. [Note: Not all resumes include a career or job objective, especially for those who are unsure about what they want to do, or for those who will accept a variety of positions.] A career objective shows that the job-seeker has a clear focus and an established goal. It may state the following things:

· the type of business or career area being sought

· the job title or level of position

· the major strengths being offered
Exercise 3.1: Step One Resume Writing - Career Objective

Students will write two career objectives. The first objective will be for a job they could apply for today. The second objective will be for a future job. A sample is provided below:

	Type of Business
	Career Title or Level of Position
	Career Objective or Goal and Major Strengths Offered

	(CURRENT)

Retail Business
	Retail Sales Clerk
	To obtain an entry level position in sales using my strengths with talking to and persuading people.

	(FUTURE)

Retail Business
	Retail Manager
	To obtain a position as management trainee within the retail fashion industry.


Step Two: Gather and Organize Information

The next step in writing a resume is to gather and organize information about one’s background and interests.  This list should include:

· job experiences and responsibilities, including accomplishments

· skills

· activities

· education, includes training

· awards (if any)

· interests/hobbies

Exercise 3.2: Step Two Resume Writing – Gathering and Organizing Information

Students will gather information about themselves that is important to include in any type of resume and organize it into a chart.
· Job Experiences
· Include full-time or part-time work, summer jobs, occasional jobs, internships, field work, and special projects 

· (List employers and dates of employment, usually the most recent first)

· Each Job Experience Should Include the Following:

· Job responsibilities

· Job accomplishments (described with action verbs)
· Skills (general)
· List and briefly describe individual strength areas (i.e., foreign language skills, team player, etc.)
· Activities 

· (both volunteer and school-related activities, including membership or leadership positions in clubs, organizations of all kinds, athletic teams, etc.)
· Education 

· (include high school and other educational experiences, such as training programs, community college or summer study courses, seminars, etc.)
· Awards
· (List any awards received, if any. Skip if doesn’t apply)
· Interests/Hobbies

· (Choose to list four or five non-controversial items)
Step Three: Develop a Resume

There are two common styles or ways of organizing and presenting resume information to the reader: chronological and functional.

· Chronological Resume: organizes experiences around jobs which are listed in reverse chronological order.  This is the most common style and is good for people with a steady work history.

· Functional Resume: organizes experiences thematically around job skills. Employment history is rearranged to highlight areas of skills and accomplishments. This type of resume is good for people who have not held many jobs or those who have inconsistent work histories.

With their limited job experience, high-school students will be writing a functional resume. At the teacher’s discretion, a student could also write a chronological resume if they wish.

Students should first look at samples of functional resumes. It is suggested that the teacher provide three or four printed versions of functional resumes for students to use as models for their own resumes. Sites that contain sample function resumes are listed below: 

Quintessential Careers: Resume Tutorial: Functional Resumes
http://www.quintcareers.com/resume_tutorial/tutorial_7.html
Click on the two samples of functional resumes, and other information on how to construct a functional resume.

Functional Resume Example
http://www.alec.co.uk/resume_writing/resume_example_functional.htm 
From a British career development website.

Sample Functional Resume
http://www.msucareerpassport.com/resume/resume-03.html 

Exercise 3.3: Step Three Resume Writing – Develop a Functional Resume

Students will create a functional style resume in this exercise. They should first preview printed samples provided by the teacher, to help them determine the information that they will place into their own resumes.  Students can use the detailed guide, Step-by-Step Microsoft Word XP: Resume, and a Word resume template (including hidden text) to help them write their resume using Microsoft Word.  A sample outline is provided below.

Functional Resume Outline

	Name of Student
Address Line 1
Address Line 2
Phone Number
E-mail address



	OBJECTIVE:

	GENERAL SKILLS:

	ACTIVITIES:

	EDUCATION:     Dates           High School

EXPERIENCES:

	AWARDS:

	INTERESTS/HOBBIES:


It is extremely important that students have several classmates proofread their resume before declaring it the final version. Potential employers are not impressed by careless spelling and grammatical errors in a resume.  

A Resume Rubric is provided to help score the students’ final resume.  The rubric should be made available to the students before they begin writing their resume.

Job Interviews

As we’ve learned, a resume should provide a potential employer with contact information and a summary of one’s job experience and background. If a resume is effective, it should hopefully lead to a request for a job interview. [Although not part of this project, a resume is usually sent to a potential employer with an application cover letter that highlights and introduces one’s most attractive qualifications for a particular position.]

An interview is a person’s chance to tell the employer what one has learned from one’s accomplishments, and provides the opportunity to convey interest in the position and to present the skills that could be brought to the job. An interview is also a chance to assess if the position and company are a good fit for the potential employee. 

Before an interview, the job-seeker is strongly encouraged to plan ahead, research the company, and to learn as much as possible about the company’s types of products, competitors, locations, and future plans.  Also, interviewees should be knowledgeable about the contents of their resume, and be prepared to confidently explain what strengths and accomplishments would be an asset to the company. The final part of preparation for an interview is to practice answering potential questions with a friend or by rehearsing with a videotape for playback and critiquing purposes.

Below are some tips when one arrives at the interview:

· Dress appropriately

· Be prompt

· Show interest and maintain eye-contact

· Speak in a clear and concise voice

· Ask for clarification if the question is unclear

· Appear confident

· Send a Thank you note within a day or two

Below are some web sites with additional helpful information on successful job interviewing:

Quintessential Careers: Informational Interviewing Tutorial
http://www.quintcareers.com/informational_interviewing.html 
Information on interviewing.

Ten Steps to a Successful Interview
http://www.jobweb.com/Resources/Library/Interviews/10_Steps_to_a_02_01.htm 
Provides ten simple steps to remember when going to an interview.

Job Interview Quiz
http://www.thomasmore.edu/career/jobs1/test.html
Ten question quiz on do’s and don’ts of interviewing.

Parts of an Interview
http://www.thomasmore.edu/career/jobs/interview-parts.html
Information on preparing for an interview.

Guide to Interviewing
http://www.brandeis.edu/hiatt/hiatt_interviewing.html
Information and tips on interviewing.

EuroGraduate: Career Planning
http://www.eurograduate.com/plan2.html 
Provides tips on how to present a CV and prepare for a job interview in any European country.

Exercise 3.4: Mock Interview

In teams of three or four, students will rehearse for a job interview by assuming various roles. It is important for students to be prepared to answer all of the possible kinds of questions to be asked. Each student will play all three roles (in each of the approximately 5-10 minute sessions) in rotation:

· Interviewee - Be interviewed for a potential job
· Employer - Conduct the interview
· Observer(s) - Observe the interview (one or two students depending upon the size of each team)

Since this role-play is only practice for a real job interview, most of the focus of this exercise should be on the role of the interviewee, and how they are prepared to answer potential interview questions, and not on the employer role. 

Explain that each role-played interview should begin with the interviewee opening a door, entering a room, shaking hands with the employer, and introducing him/herself. At the conclusion of each role-play session, students are to ‘de-brief’ their experience for another 5-10 minutes, by discussing the role-play with the observer leading the discussion.

	Roles of 
	Suggested Role-Play Content

	Interviewee
	Remember that hiring decisions are often made in the first 30 seconds to one minute of an interview.

Each interviewee should bring two things to the interview:

(1) Resume (Exercise 3.3)

(2) In-depth research about one selected career (Exercise 2.4)

Be prepared for the kinds of general questions that the employer might ask. See below.

During the interview, it is also important for the interviewee to ask some questions, because this indicates an interest in the position, and one’s knowledge. However, it is recommended that this should only be a minor part of this role-play. 

Here are the kinds of questions an interviewee often asks:

1. How would you describe the ideal candidate for this position?

2. How is someone’s work performance evaluated in this position?

3. What advancement opportunities are available?

4. Is this a newly-created position or would I be replacing someone?

5. What are the kinds of challenges that this job poses?

6. Advice: Don’t ask questions about salary or benefits, unless the employer brings the subject up.

In the final moments of the interview, it is important for each interviewee to thank the employer for the job interview, summarize one’s qualifications, emphasize a point made earlier, and repeat an interest in the position. 

	Employer
	The employer should role-play a Human Resources/Personnel officer for a company that offers a position that matches the career goal interest(s) of the interviewee, in order to make this exercise a more real-world experience. For a few minutes before the actual role-play begins, the employer should quickly read the resume and career research brought by the job-seeker. Then, after conferring with the job-seeker, they should both agree upon the job title of the position that is being sought within the company.

These are the kinds of general questions suitable to ask the interviewee:

1. Tell me about yourself.

2. Why should we hire you?

3. How would you describe yourself? (What five words describe you best?) How would others describe you?

4. Can you work well under tight deadlines or pressure?

5. What are your strong and weak points?

6. What do you look for in a job?

7. Describe an incident where you went above and beyond the call of duty.

8. What specific career goal have you established for your life? What specific influences pointed you toward that career?

9. Describe your ‘ideal’ job following graduation.

10. What qualities, accomplishments, or personal experiences will make you successful in this job?

11. What really motivates you?

12. How would you describe yourself in terms of your ability to work as a member of a team? 

13. What do you expect to be doing in five years?

14. Tell me about a major problem you recently handled. Were you successful in resolving it?

15. How would you evaluate your ability to deal with conflict? 

16. Do you have any questions?



	Observer
	The observer should be attentive to the interview, evaluate the performance of the interviewee, and be able to recognize the qualities of a good interview. The observer should be ready to lead the debriefing at the conclusion of the role-play. The observer should report on the following:

1. How responsive, interested, and alert was the interviewee?

2. Did the interviewee communicate clearly and effectively?

3. What were the interviewee’s strengths during the interview? Weaknesses?

4. Ask the interviewee to report on how they thought they did and how they could have done it differently. 


Career Spotlight

As a culminating exercise, each student will create and then present a PowerPoint slide show on the career information that they have researched throughout the entire project.  

Exercise 3.4: Career Portfolio Presentation

Students will create and also present a digital career portfolio, no more than 10 minutes in length. To do this, they will assemble together all of their previously-completed work in this project into a PowerPoint presentation. The Step-by-Step Microsoft PowerPoint XP: Career Portfolio guide will assist the students in creating their digital portfolios. The digital portfolio will include the following, at a minimum:
1. Title slide – student’s name, date, future career objective (Exercise 3.1).

2. Result of Career Interest and Style Color Code Assessment (Exercise 1.1).

3. Result of Career Interest RIASEC Code Assessment and list of potential career interests (Exercise 1.3)

4. In-depth Research on Career Choice - three to four slides (Exercise 2.4).

5. Preparation and Training Required for Career Choice - Majors and Educational Institutions (Exercise 2.5)

6. Highlights of Functional Resume  (Exercise 3.3) 

a. Two to four slides highlighting sections of your choice

b. One slide which hyperlinks to actual resume 
7. Conclusion
A Presentation Rubric is provided to help score the students’ Career Portfolio Presentation.  The rubric should be made available to the students before they begin assembling their presentations.

Evaluation and Assessment

Evaluate student resumes using the rubric provided in the Teacher Guide folder. 

Evaluate student presentations using the rubric provided in the Teacher Guide folder. 

Have students complete a checklist and self-evaluation.

Evaluation will be based on completed assignments, effective use of equipment and materials, cooperative work, and finished product.
Enrichment Activities

Students might also want to try an online resume builder, such as the one located at: http://www.myfuture.com/t3_career/t3ct_res_builder.html . Students should also investigate whether their school (or nearby community college or university) or a neighborhood library has a college or career counseling center – it may be worth a visit. Students may wish to email the Personnel/Human Resources departments of various local (or national) companies of interest for information on targeted occupations. Students may also take volunteer positions, conduct job shadowing (or job sampling) activities at local companies or places of business, or participate in a job fair, or discover workplace tour opportunities. Students may also want to video tape peer interviews for critique.  

Support Strategies

This project requires a great deal of organization, time-management and creativity.  Students who have difficulty with organizational and time-management skills should be partnered with someone who can keep them on task to complete all parts on time. 
Standards aligned


Follow the links for detailed explanations of these standards:





� HYPERLINK "http://cnets.iste.org/students/s_stands.html" ��National Educational Technology Standards for Students� �NETS*S �1,3, 4, 5 





Business Education Standards – Career Development (from �� HYPERLINK "http://www.nbea.org/curfbes.html" ��National Business Education Association)� �1, 2, 4





� HYPERLINK "http://www.ncte.org/about/over/standards/110846.htm" ��National Council of English Teachers�


4, 5, 8, 12
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