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Jobs & Careers 
 

This unit provides you with knowledge about various types of ways to earn 

income. You will participate in lessons that help you pick up the skills you need 

to get hired, move up within a company, and transition to other careers. You 

will be introduced to networking, and will identify the importance of 

networking to build business relationship, contacts, and potential job 

opportunities. You will learn that networking goes beyond meeting people; 

rather, it means forming lasting relationships based on trust and mutual 

respect. 
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Identifying Passions 

Warm-Up Activity 

“Find out what you like doing best and get someone to pay you for doing it.”  
~Katherine Whitehorn 

What does this quote mean to you and why?  _________________________________________  

______________________________________________________________________________  

______________________________________________________________________________ 

“Spend your days doing what you love.  Start by figuring out what you like to do, then find 
a way to get paid doing it.” ~Vince Shorb    

What does this quote mean to you and why?  _________________________________________  

______________________________________________________________________________  

______________________________________________________________________________ 

 Identifying Passions 

There are many jobs out there. When young people think about getting a first job, they often 

think about applying at a fast food restaurant, a retail store, or an office. When exploring a 

long-term career, they may think about attending college to get a degree in a certain field. 

There are many exciting careers out there besides the ones we typically think of. The important 

thing is to identify what you enjoy doing. What is your particular talent, what are you especially 

good at? What do you feel passionate about? There’s no right or wrong answer; each person 

has a different set of talents and passions. 

Once you identify what you’re passionate about, you can focus on building skills centered on 

that passion. Then you’ll be able to pick your dream job and work toward getting it. 

 The World of Work 

You are in the business of YOU. The new way to handle money shows us that your job will 

determine your interests, expand your social network, and give you life experience. Most 

importantly, jobs help us build skills so we can continue to increase our earnings. 

Remember that you’re gaining experience and making contacts that will be useful in the future. 
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If you want to find a job that fits your goals, you can make a good start by answering these 

questions: 

• What are your interests? 

• What do you think you want to do in the future? 

• How much money do you need to earn? 

What if you have interests, but have no idea what you want in a career? Focus on the job 

interests you have now. Those interests probably will change and evolve over time. But it’s fine 

just to think about a potential line of employment that’ll give you enough money to pay your 

bills while setting aside money for investing and for financial emergencies. Your goal is to get a 

job that pays you enough to live now and that matches your current and future interests. 

 Your Dream Job 

The overall goal of working at a job is to generate income to live the lifestyle you want now, 

while planning for a comfortable retirement in the future. 

We all need income; without work, we’re likely to be homeless and broke. Yet it seems like the 

words work and job just mean being bossed around for a wage. In reality, work can be 

rewarding, fun, and a great way to meet people. Of course, finding a job that suits you takes 

determination, but if you’re armed with some basic skills and a positive attitude, it’s not as hard 

as you might think. By following the tips here you’ll have the tools necessary to get the job you 

want and get paid what you’re worth. 

 Volunteer Possibilities 

When you’ve formed an idea about your passions and talents, one way to move toward 

working at your dream job is to do volunteer work in your area of interest. Volunteering helps 

you learn job skills and give back to the community; it helps you learn more about the field so 

you can decide whether that’s really where you want to work. Volunteer work looks good on 

your resume and demonstrates a positive, responsible attitude. A good place to start looking 

for volunteer possibilities is to visit the website www.volunteermatch.org. There you can search 

for volunteer options by field of interest and zip code. 
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Lesson Activity: Skills That Align with Passions 

What are my interests?  __________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________ 

______________________________________________________________________________ 

 

What industries am I interested in and what attracts me to them?  ________________________  

______________________________________________________________________________ 

List ten jobs I can pursue in the industry(ies) that interest me. 

 ____________________________________________________________________  

 ____________________________________________________________________  

 ____________________________________________________________________  

 ____________________________________________________________________  

 ____________________________________________________________________  

 ____________________________________________________________________  

 ____________________________________________________________________  

 ____________________________________________________________________  

 ____________________________________________________________________  

 ____________________________________________________________________  
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Write a paragraph about volunteer work that will allow me to explore career options: 

______________________________________________________________________________  

______________________________________________________________________________

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________ 

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________ 
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Lesson Questions 

1. What type of career should you strive to obtain? 

a. One that makes enough money for my immediate needs only. 

b. One that earns enough to meet my current obligations as well as 

potential future needs. 

c. One that fits my interests 

d. Both B and C. 

e. None of the above. 

2. How can I learn which career fields really align with my interests? 

a. There’s no way to really find out; just pick and hope you get it right 
b. Sample career fields by volunteering your time and learning the tricks of 

the trade 
c. Ask you friends; their collective advise should help you figure out what 

you want 
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Essential Questions 

What am I passionate about?  _____________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________ 

 

What do I enjoy doing in my spare time?  ____________________________________________  

______________________________________________________________________________  

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________ 

 

What am I good at?  _____________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________ 

 

What is a dream job that I would love to have?  _______________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  
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Career Changes 

Warm-Up Activity 

What are the differences between a job and a career?  _________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________ 

 Build Respectful Relationships 

You will learn something at every job you hold—new skills or self-discoveries. Be on time, be 

positive, and go the extra mile. Learn all you can; over-deliver. Build a good reputation by 

showing initiative. People will feel comfortable recommending you to another employer, or you 

might even receive a promotion and a pay raise! 

Sometimes, though, you may encounter problems that make you want to quit. Some problems 

have nothing to do with the job itself—rude or inappropriate bosses, for example. Taking 

direction with respect is a key to successfully navigating the world of employment, but this can 

be difficult if your boss is a nightmare to work with. It can happen. 

If you have a problem with your boss, ask for a private meeting to discuss your grievance. Set 

the meeting at a future date so you have time to remove your emotions from the conversation. 

Take a hard look at yourself: “Could I have done something, even unintentionally, to provoke 

the situation?” There are always two sides to a work relationship. You may learn something 

about your behavior or work habits that needs to change. Or your boss might be having 

personal issues that are interfering with work. Or maybe your boss is just a jerk. Depending on 

the problem, you may be able to talk about your situation with Human Resources. Use this 

resource if you need it. 

If you treat your boss with respect and handle your duties responsibly, you will be well-

respected at work. Mutual respect creates the foundation for promotions and pay raises. You 

know what you’re worth to the company, and you’re compensated fairly. 
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 You’re Worth It! 

So you’ve been employed for a while; you feel you’re pulling your weight, increasing sales or 

improving services. Do you think you should be making a bit more money? If so, do some 

research about pay rates in your industry. If you excel at your job and know your employer likes 

your performance, use it to your advantage. 

Always know your worth.  

• Are there other, similar jobs with employers that have a better, more productive 

environment?  

• How do their pay and benefits compare to your current job? 

If you find another job that pays more or offers better benefits, you may consider changing 

jobs. You may also consider asking your boss for a raise. Be sure to plan ahead of time and be 

prepared. 

Most people are afraid to ask for a raise; they might not get the raise and could ruin the 

relationship. But if you don’t ask, you don’t get. Plus asking for a well-deserved raise often lets 

you call the shots. If you’re a good worker your boss may fear losing you. Even if they can’t 

afford to give you a raise, they may find other ways to increase your compensation. 

Know when to ask. If the company is experiencing cutbacks or slow sales, that’s not the time. 

Plan strategically when to ask your boss for a raise. Good times include during your review, 

when your employer is short staffed or when you are recognized for excellent performance. 

Ask for a private meeting and sell yourself. Share how you exceed your job expectations, how 

you’re an asset to the company, and how your current salary and benefits package compares to 

other jobs you evaluated. If your boss turns down your request, find out what you need to 

improve in order to get a raise. 

Remember to always be true to yourself, family, community, and friends first. A job is a job. 

Show your loyalty by working hard, but never stay with an employer who isn’t holding up their 

end of the agreement by offering fair compensation, a good work environment, and 

opportunity for personal growth. 
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Lesson Activity: Money for Change 

You will be working with a partner for this activity; your instructor will explain how to proceed. 
SCENARIOS 

1. Fred is bored with his job. He does the same thing every day. Since he works for a small 

company, there is almost no chance for promotion.  He would like to go back to school 

to pursue his dream of becoming a graphic artist. Art school costs $5,000 and will take 6 

months to complete. All the classes he needs are offered during the day. His current job 

hours are 9-5. He has $20,000 in the bank. His basic monthly expenses are: 

 Apartment......... $550 shares with a roommate 

 Electricity/Water/Garbage......... $200 

 Cable............$70  basic cable 

 Internet............$30 

 Cell Phone............$50  basic coverage 

 Miscellaneous......... $100 

 Food......... $250 

 Car............. $0 paid for 

 Credit Cards............. $0 none 

 Total ..... $1,250 

 

What should Fred do? What is your advice and recommendation? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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2. James is sick of his job. It pays great, but he frequently ends up working nights and 

weekends and his boss is a very difficult person to work for. He would like to go back to 

school to pursue his dream of becoming a nurse. He can get scholarships to pay for 

nursing school, but would have to cut his hours at work in half to attend school. His 

current salary is $4,300 a month. He has $24 in savings. His basic monthly expenses are: 

 Apartment...... $1,500  lives alone 

 Electricity/Water/Garbage......... $200 

 Cable......... $150  premium channel package 

 Internet............$50  the fastest speed 

 Cell Phone......... $200  all the extras 

 Miscellaneous......... $500 

 Food......... $600  eats out a lot 

 Car......... $800  drives a sports car 

 Credit Cards......... $300 

 Total ..... $4,300 

 

What should James do? What is your advice and recommendation? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Lesson Questions 

1. Which of the following is a potential risk associated with changing jobs? 

a. Lower seniority.  

b. Unknown factors like work environment and management. 

c. Learning curve regarding protocol, processes and workflow. 

d. All of the above. 

2. What is the most important consideration when deciding to make a career change?   

a.  You do not like your boss. 

b.  You don’t like what you are doing. 

c.  You have enough money saved to handle the change. 

d.  Your friends urge you to make the change. 

3. When it is financially smart to switch careers?  

a. When a person can cover his/her monthly expenses while taking advantage of a 

good job opportunity.  

b. When a person feels like it is a good opportunity. 

c. When a person is tired of dealing with his/her boss.  

d. None of the above.  

TIPS TO FINDING YOUR DREAM JOB 

 Decide what type of job you would like, based on what you enjoy doing; the pay level 
you want; and the benefits (insurance, retirement plan, etc.) you desire. 

 Build the skills you need to get your dream job. This may require additional schooling 
or working other jobs to build the necessary skills to get the job you really want. 

 Become a master networker by meeting and staying in contact with people who can 
help you land your dream job. 

 Create a winning resume and turn in a professional-looking application. 

 Practice your interview skills! 

 Dress to impress for the job interview. 

 Give the interviewer a thank-you note after the interview. 

 Once you’re hired, excel at your job. Your co-workers will likely be a source of future 
job leads, so be referral-worthy. 
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Essential Questions 

Why do people make career changes? _______________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________  

______________________________________________________________________________ 

 

Why do people make job changes? _________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________

______________________________________________________________________________  

______________________________________________________________________________ 

 

When is it financially smart to make career changes? ___________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________

______________________________________________________________________________  

______________________________________________________________________________ 

 

 



 

 

Jobs & Careers 

 

J3 

Rèsumès & Job Applications 
A Chance to Shine! 

Warm-Up Activity 

What is a résumé and why is it important? 

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________

______________________________________________________________________________ 

 Search and Employ 

Start your job search by talking to everyone you know—parents, relatives, teachers, friends—

and asking if they have any contacts. Give each of them a copy of your resume. This is basic 

networking, and networking is always the best way to get a job. 

In addition to networking: 

• Read the paper. Check out the classified ads for listings. 

• Get online. The Internet is quickly becoming the best source for job postings. 

• Hit the pavement. Get out in your community and visit places where you’d like to work. 

 What Employers Want 

No matter the job—waiter, retail clerk, or administrative assistant—employers generally look 

for the same traits in each person they hire: 

• Motivation! The energy and desire to get things done. 

• Punctuality. Proven ability to arrive on time and work your full shift. 

• Positive Attitude. Employers like to see positivity even when the going is tough. 

• Sociability. The ability to get along with your co-workers and customers. 

• Strengths. We all have areas where we excel and areas where we’re a little weaker. 

Your strengths get you paid, so know and build on them. 
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• A Good Investment. Your employer might be paying you, but at the end of the day, job 

skills you learn are part of the company investing time and money in YOU. Be a good 

investment! 

 The Application 

Filling out a job application can be tedious, but it’s important. Employers use these forms to 

gather enough basic information to determine whom to interview. This is especially true for 

entry-level positions. 

Often you’ll be asked to fill out the application at the employer’s office. Be sure to have 

everything with you that you need: 

• Resume 

• Social security card and a copy of it 

• Driver’s license or state ID and a copy of it 

• Contact information for at least three references 

• A completed sample application to help you fill out all the questions fully 

Read the entire application first so you understand how it’s organized. Follow the directions 

carefully. Today many employers use online applications, which make it easier to correct 

mistakes. Even so, try to read the questions twice and answer once, correctly. 

REMEMBER 

• Fill in every question, or risk your application being considered incomplete and 

discarded. 

• Be consistent with the information on your resume. 

• Don’t leave anything blank. If a question doesn’t apply to you, respond with “not 

applicable” or “n/a.” 

• Do not write “see resume,” but certainly attach a copy of your resume. 

• Proofread the application before you submit it. Look for misspellings, errors, and 

illegibility. Being neat counts! 

• Above all else, be truthful. Embellishing on the facts or making up lies about interning 

for Donald Trump will mean a short-lived job, one way or another. Every liar eventually 

gets caught. Misrepresentation could send out red flags for the rest of your career. 
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• If you do have something questionable in your past, be ready to explain. If you were 

fired from your last job as a burger flipper, you could write “job ended.” Focus on your 

strengths instead of your shortcomings. 

REFERENCES. Make sure you ask permission before you list anyone as a reference. Give your 

references a heads-up that potential employers may call them, and brief them on what you’d 

like them to say about you. 

YOUR CONTACT INFORMATION – voicemail and email. I can’t say it too often: first impressions 

count. Get that rap song off your cell phone voicemail message. Change it to a professional-

sounding message. Speak clearly and be upbeat. And if your email address is an inappropriate 

name, change it. Change partygirl@wild-chix.com to something more professional like 

firstname.lastname@mail.com. 

A KILLER RÈSUMÈ. One invaluable tool will help you seal the deal on your first employment gig 

— a killer résumé. Remember, a résumé is a marketing piece. Here are some tips for 

maximizing your résumé’s impact: 

• List accomplishments at your past jobs, rather than responsibilities. 

• Don’t list hobbies unless they’re relevant to the job objective. 

• Don’t include religious or ethnic affiliations unless they’re relevant to the job. 

Including them can invite pre-interview discrimination. 

• Keep it short and simple. Unless you’re trying to get a job as a graphic artist or 

creative marketing rep, don’t use any weird paper or pretentious brochures. 

• If you have little or no job experience, list volunteer work. If you have gaps in your 

work history, include unpaid volunteer work and self-employment. 

• If a prior job title doesn’t convey all your responsibilities, list the employer’s job title 

and then add your description. For example: Store Clerk (Customer Service 

Representative). 
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Lesson Activity: It’s all about the Pitch 

You will be assigned to a group. Listen carefully to the directions. The space below can be used 

to create your pitch. 

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________ 
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Use this space to write out three distinctive and unique qualities about yourself. 

1. ____________________________________________________________________________  

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________ 

  

2. ____________________________________________________________________________  

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

  

3. ____________________________________________________________________________  

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________  

Lesson Activity: Apply! 

Listen as your instructor explains the pertinent points of a job application and a résumé. Then 

use the blank sample forms on the following pages to practice completing either or both. A 

good suggestion is to bring a completed form with you to each job interview so that you will be 

better prepared to answer questions “on the spot.” 
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Employment Application Information Sheet 

POSITION APPLYING FOR:  __________________________________________________________________________________  

How did you hear about this job?  ____________________________________________________________________________  

Desired Salary _______________________When would you be available to start?  ____________________________________   

What hours are you willing to work? ______________________________  Would you be able to work weekends?  Yes  No 

Briefly describe any special skills/training  ______________________________________________________________________  

PERSONAL INFORMATION 
 

First Name ______________________________________ M.I. ____ Last Name _______________________________________ 

Current Address: 

Street __________________________________________ Apt. ____ City ________________________State _____Zip ________ 

Home Phone _____-______-________ Cell Phone ______-______-________Email _____________________________________ 

Social Security # ______-____-________ Driver’s License # _____________________________________________ State ______ 

I am a US citizen or otherwise authorized to work in the United States on an unrestricted basis:  Yes  No 

Have you ever been convicted of a felony:   Yes  No 

Position Applying For: ____________________________________________________ 

EMPLOYMENT HISTORY
 

Present or Most Recent Employer: 

Company Name  __________________________________________________________________________________________  

Address ________________________________________________ City ________________________State _____Zip ________ 

Your Position/Title ________________________________________  Dates Employed _______________ to ________________ 

Salary __________________  Duties __________________________________________________________________________ 

Reason for Leaving ________________________________________________________________________________________ 

Supervisor _________________________________, Title _____________________________ May we contact?     Yes       No 

 

Prior Employer: 

Company Name  __________________________________________________________________________________________  

Address ________________________________________________ City ________________________State _____Zip ________ 

Your Position/Title ________________________________________  Dates Employed _______________ to ________________ 

Salary __________________  Duties __________________________________________________________________________ 

Reason for Leaving ________________________________________________________________________________________ 

Supervisor _________________________________, Title _____________________________ May we contact?     Yes       No 
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EDUCATION
 

High School ________________________________________________ City/State _____________________________________ 

Honors and/or Awards _____________________________________________________________________________________ 

Dates Attended ______________________________________________ Did you graduate?      Yes       No 

 If not, did you receive your GED?    Yes       No 

 

Technical/Vocational School ___________________________________________ City/State ____________________________ 

Honors and/or Awards _____________________________________________________________________________________ 

Dates Attended ______________________________________________ Did you graduate?      Yes       No 

Degree or Certification:________________________________________________ Specialty:  ___________________________  

 

REFERENCES 

Reference #1  Name _____________________________________________________________________________________ 

Address  ___________________________________________________________________________________  

Phone ______-______-________Email __________________________________________________________  

Reference #2  Name 

_____________________________________________________________________________________ 

Address  ___________________________________________________________________________________  

Phone ______-______-________Email __________________________________________________________  

Reference #3  Name 

_____________________________________________________________________________________ 

Address  ___________________________________________________________________________________  

Phone ______-______-________Email __________________________________________________________  

Reference #4  Name 

_____________________________________________________________________________________ 

Address  ___________________________________________________________________________________  

Phone ______-______-________Email __________________________________________________________  
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Sample Resume:  

YOUR NAME 
 

1234 Your Address, Your City, Your State 
Phone – 555-555-5555  |  Email – Email@Email.com 

 

Professional Summary 

Summarize your professional / academic experience to give potential employers a glance at 
why you are best for the job 

Write your summary here: 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

 

Professional Experience            

Name of Company You Worked For 

City and State of Company Location               

Dates Employed – Month. Year – Month, Year 

Your Title 

1 – 3 sentences summarizing your responsibilities and duties 

◼ Bullet points of your accomplishments while employed with company 

◼ Bullet points of your accomplishments while employed with company 
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Write your experience here: 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 
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Education 

School Name 

School Location 

Years Attended; Year - Year  

◼ Degree Earned 

 Degree Emphasis (Concentration) 

List your degree(s) here: 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 
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Skills: 

Include skills that are relevant to the job position. For example, if you are skilled in video 
editing, but the job you are applying for does not include any need for video editing, don’t 
include it. You can bring it up during the interview. 

Write your skills here: 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

 

Affiliations: 

List any associations, organizations or clubs you belong to here: 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 
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If you have little or no work experience, you may find it difficult to think of skills to highlight in 

your Professional Summary. But you may already have many proven skills that will translate 

well into the work force requirements. For example: 

• Writing school reports/papers = Experience in topic research and reporting. 

• Group projects = Ability to lead and/or effectively work with a team. 

• Juggling multiple classes and assignments = Prioritization and time management 

skills. 

• Participating in class = Ability to build and maintain professional interpersonal 

working relations with people around you. 

Lesson Activity: Build & Refine 

Employers understand that you cannot be expected to know and be able to do everything on 

the job from day one. However, they do expect you to be able to perform the majority of the 

stated duties in the job description and to quickly learn those duties you don’t fully know yet. 

Take a moment to consider both basic and advanced skills you will need for a job you want. 

There are no wrong answers. List all the skills you think you’ll need, regardless whether you 

have those skills yet or not.  

 

 

 

ACTION PLAN STEPS 

 List the job. 

 List skills needed for 
the job. 

 Reason for each skill 
that will help you be a 
better candidate for 
the job. 

 How you will gain  
each skill. 

 Date by which you will 
gain each skill. 

SAMPLE ACTION PLAN 

 Job: Intern for Marketing Firm 

 Skill: Excellent business communications via both 
phone and email. 

 Communication with clients and partner companies is 
a daily necessity for marketing firms. Good 
communication skills will help me stand out from the 
competitions. 

 Volunteer to answer phones in the school office, 
participate in fundraising telethons, read a business 
communications book. 

 Ten months from today. 
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Develop your action plan as detailed by your instructor. 

Job:  _______________________________________________________________________  

Skill 1:  _____________________________________________________________________   

 __________________________________________________________________________  

Why?  _____________________________________________________________________   

 __________________________________________________________________________  

How? ______________________________________________________________________   

 __________________________________________________________________________  

When?  ____________________________________________________________________  

 __________________________________________________________________________  

 

Skill 2:  _____________________________________________________________________   

 __________________________________________________________________________  

Why?  _____________________________________________________________________   

 __________________________________________________________________________  

How? ______________________________________________________________________   

 __________________________________________________________________________  

When?  ____________________________________________________________________  

 __________________________________________________________________________  

 

Skill 3:  _____________________________________________________________________   

 __________________________________________________________________________  

Why?  _____________________________________________________________________   

 __________________________________________________________________________  

How? ______________________________________________________________________   

 __________________________________________________________________________  

When?  ____________________________________________________________________  

 __________________________________________________________________________  
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Lesson Questions 

1. As a job applicant, how can you highlight features on a resume that the employer is 

likely to be seeking? 

a. Networking. 

b. Look at the company’s website to find out who will be conducting the interview. 

c. Hire a professional to complete a standardized resume you can send to all 

potential employers. 

d. Read the job posting and adjust your resume to highlight the skills the employer 

requires. 

 

2. To demonstrate that you are a viable job candidate, what should make up most of your 

resume? 

a. Education, grade point average, and extracurricular activities.  

b. References and referrals. 

c. Relevant job and internship experience. 

d. A clear statement of objectives. 

  

3.  Resumes and job applications are the same.  

a. True 

b. False 

  



 

 

Jobs & Careers 

 

J3 

Essential Questions 

What is a résumé? _______________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________  

______________________________________________________________________________ 

 
What is a job application?  ________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________

______________________________________________________________________________  

______________________________________________________________________________ 

What is the importance of using a resume to sell yourself?  ______________________________  

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Why is it important to take a standard completed job application with you to every company at 

which you apply?__________________________________________________________________  

 ________________________________________________________________________________  

 ________________________________________________________________________________  

 ________________________________________________________________________________  

 ________________________________________________________________________________  

 ________________________________________________________________________________  

 ________________________________________________________________________________  

 ________________________________________________________________________________  

 ________________________________________________________________________________  

 ________________________________________________________________________________  

 ________________________________________________________________________________  

 ________________________________________________________________________________  
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Mock Interviews 

Warm-Up Activity 

“An interview is a chance for an applicant to ‘connect the dots’ between their past experience 
and what they can do for an employer.” 
What does the above statement mean to you? ________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

INTERVIEW TIPS 

 Do your research. The majority of employers will ask you to tell them 

three reasons why you would be an asset to the company. Before an 

interview, identify three key strengths you have that you feel will 

benefit the company. Focus on those during the interview. For 

example, 

o I read that your company does a lot of work in Japan. 

o I am fluent in Japanese, and have recently taken a Japanese business 

etiquette course. 

 Always make your answers relevant to the job/career for which you’re 

applying. Share personal stories to build a connection with the 

interviewer. 

o For example, if the interviewer asks you about your weaknesses, say 

something like:  

“I sometimes have been known to take on large workloads and tasks 

that typically would require a few people to complete.” 

o At my last job I did ____ (something that relates to the job). I worked 

overtime and weekends for 6 weeks straight to get it done. 

 Illustrate your key points with stories or examples from your life. For 

example:   

o Question: Do you work well in a team environment? 

o Answer: I really learned to work well in a team environment when I 

spent a summer in Africa building a school with people from all over 

the world. 
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 Interviewing 

The interview process makes many people a bit nervous. But if you know some basic tips you 

will be more confident and prepared to get the job you want. Most important, by making a 

good impression at the interview you are more likely to receive higher pay. 

 Getting Ready for the Interview 

Do your homework. Gather information about the company. If it’s a company you really want 

to work for, go the extra mile to learn as much as you can. Here are some things you might look 

for: 

• Mission Statement – defines the core purpose of the organization. Look for it in the 

“About Us” section of the company website. 

• Area of expertise – do they have a special product or unique service method? 

• Recent positive news about the company – if the company just expanded into a new 

state, you might ask; “What effect will the expansion of XYZ Corp into Arizona have on 

my potential for working up to a higher position?” 

Write down what you think you can bring to this employer, not the other way around. Take 

your research and boil it down to three key attributes that you want to get across to the 

employer. 

 Presentation Tips 

Grooming! Yes, that means brushing your hair and teeth, and even ironing your shirt! If you 

don’t take time to dress right, you send the message that the job is not that important to you. If 

you’re unsure what to wear, call the Human Resources department before your interview. Most 

companies have rules or guidelines for their staff. And when you stop in to pick up an 

application, take note of what the receptionist and other employees are wearing. 

 Before your Interview 

Before you enter the interview, build up your confidence and get into a positive state of mind. 

Most people are nervous before interviews, but follow these suggestions and you will be 

confident, have fun, and land that job! 
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• Deep breaths: Reee-laaaax. Start by thanking the interviewer for taking time to meet 

you. It’s natural to be a bit anxious about an interview. Relax yourself and remember to 

listen carefully. 

• Be yourself. Of course you want to be on your best behavior; but there’s no point in 

hiring a fictional person. Act the same way you would act if you were actually working in 

the position. 

• Calm your nerves. Remember, this is just an interview. The worst that can happen is that 

you don’t get hired. The person interviewing you is just another individual; like anyone 

else you would meet and talk to. He or she is just another human being; they woke up, 

got ready for work, grabbed some coffee, answered some emails and then they had a 

meeting with you. Relax and have a chat – about your employment. 

• Review the job posting and your company research. Know what the company is looking 

for and some basic information about the company. 

• Practice out loud. Go over your stories and the points you want to get across to the 

employer. Don’t memorize a script, though. If you “can” your responses, you may not 

answer their question directly and just start rambling about topics that have nothing to 

do with the question at hand. 

• Pump yourself up! You are the right candidate for the job. They can’t do any better than 

you. 

• Keep your eye on the prize. Look the interviewer in the eye, which is hard to do when 

you’re feeling nervous. One trick is to slowly look from the person’s right eye to left eye, 

then to the mouth, in a triangle pattern. Another is to start at the bridge of their nose.  

• Body language speaks volumes. Did you realize that over 50% of the impression you give 

comes from your body language? Your words and tone account for the other 50%. Smile 

and shake hands firmly, even if you’re nervous. Keep your back and shoulders straight 

and don’t slouch in your seat. This helps keep your nerves and keeps breathing steady. 

• Conversation counts. The interviewer is looking for someone whom he or she believes 

can fulfill the job requirements and fit in with the company. Have fun, enjoy the 

conversation, and try to find things you can both talk about in a relaxed way. Is there 

anything on the interviewer’s desk that interests you? That could be a perfect 

conversation starter. 

• Be truthful. Interviewers often will ask questions about how any previous jobs ended; be 

prepared to answer carefully and truthfully. For instance, if you were fired from a fast 

food job, you might say, “My boss and I decided that I would be better suited to a 

different career, since I am very interested in working in an office environment.” 
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 Follow Up 

Everything you’ve learned up to this point will give you the edge when applying for a job. 

Follow-up is the last part of the equation. After your interview, drop off a thank-you card. 

Be well-prepared for interviews and present yourself appropriately before, during, and after. 

With some practice you will find that you get offered most of the jobs that you apply for, and 

can pick the job that you like the most. 

 How to Evaluate Job Opportunities 

Once you receive a few job offers, it’s time to compare your employment opportunities. 

Consider the following criteria to help make a decision: 

• Passion – is this a job you feel passionate about? If not, will it help you build the 

skills and connections to get you the job you really want? 

• Environment – before deciding on a specific job, go in and check out the work 

environment. Do you like the people? The boss? 

• Pay – Is the pay enough to keep you on budget? 

• Schedule – Can this job accommodate your schedule? 

• Insurance – Medical and dental insurance are benefits you definitely need. 

• Distance to travel to work – Choose a job within an acceptable distance for you to 

commute. 

• Vacation time – Work hard; play harder. How much vacation time does the 

employer give you? 

Evaluating these key areas helps you select the best job for you and your lifestyle, one you hope 

may lead to a longer-term career opportunity. 
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Lesson Activity: Mock Interviews 

You will be paired with another student to perform a mock interview. Each of you will have a 

turn at being the interviewer and the interviewee. To prepare for your interview, select a job 

position from the following pages and complete the following questions for that job position. 

What are the strengths you bring to the table? ________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

Why should we hire you? ___________________________________________________________  

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

How can you benefit our organization? ______________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

Why did you quit your last job?_____________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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What are your weaknesses? _______________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

Why do you want to work here? ____________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

What makes you better than the other candidates we are interviewing? ____________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

How much are you looking to get paid? ______________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 
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Student Grading Rubric 

  

 Reasons for Hiring Appropriate Answers Relevant Examples 

4 Gave 3 reasons they 

should be hired. All 

reasons were relevant to 

the job for which they 

were applying.  

Answered questions being 

asked and restated each 

question. 

Used relevant 

examples/stories from their 

life to illustrate the character 

traits/qualifications being 

asked about.  

3 Gave 3 reasons why they 

should be hired but they 

were not all relevant to 

the job for which they 

were applying. 

Answered most of the 

questions being asked and 

restated each question.  

Used relevant 

examples/stories from their 

life to illustrate their 

character traits/ 

qualifications being asked 

about most of the time.  

2 Did not give all three 

reasons why they should 

be hired or not, but all 

their reasons were 

relevant.  

Didn’t clearly address the 

question being asked and 

didn’t restate each 

question.  

Used examples/stories but 

did not clearly illustrate the 

character 

traits/qualifications being 

asked about.  

1 Forgot to give any reasons 

why they should be hired 

or the reasons they gave 

were completely irrelevant 

to the job for which they 

were applying.  

Did not answer questions in 

complete sentences or 

answers were completely 

off-base.  

Did not give clear examples.  
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#1 — SERVICE MANAGER FOR A MOUNTAIN BIKE COMPANY 

Required Professional Background:  

 At least 2 years experience in a senior mechanic or service manager role 
 Service writing experience 
 Effective scheduling of repairs, bike builds, and work orders 
 Mechanic scheduling 
 Working to budgets 

 Target and metric setting for mechanics and bike builders 

 Inventory control 
A successful candidate can expect a permanent, year-round position with a competitive, negotiable salary with 

medical and dental benefits. In addition, the company believes in continuous development of their employees 

with potential for advancement within a progressive expanding company. 

#2 —PRODUCT GRAPHIC DESIGNER FOR AN ACTION SPORT DESIGN FIRM 

Education and Training: 
 Bachelor’s degree in graphic design or 1+ years equivalent work experience. 

 Proficiency in Macintosh-OSX environment; a commanding knowledge of Adobe InDesign, 
Photoshop, Illustrator, Keynote, and PowerPoint. The ability to work between Adobe and Microsoft 
programs seamlessly. 

 A portfolio of work that clearly demonstrates creativity, originality, and problem-solving. We expect 
to see process. 

A successful candidate can expect a permanent, year-round position with a competitive, negotiable salary with 
medical and dental benefits. In addition, the company believes in continuous development of their employees 
with potential for advancement within a progressive expanding company. 

Skills and Abilities: 

 Clear knowledge of graphic design skills that do not rely solely on the computer. These skills include 
sketching and drawing, brainstorming, typography, use of scale and color and overall layout intuition. 

 Strong ability to craft larger ideas into influentially written, oral and visual presentations so they may 
be presented to other creative as well as senior management. 

 Ability to work on multiple projects simultaneously and adjust priorities to meet evolving deadlines. 

 Organized approach to problem-solving and project management as well as the knowledge of when 
to elevate concerns vertically to senior management. 

 Must work well in a team-based environment and possess the ability to handle constructive criticism. 

 Experience with action sports industry a plus. 

 Organized approach to problem-solving and project management as well as the knowledge of when 
to elevate concerns vertically to senior management. 

 Must work well in a team-based environment and possess the ability to handle constructive 

criticism. 

 Experience with action sports industry a plus. 
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#3 — Associate Wovens Designer 

We are looking for a creative individual that will embody the ethereal spirit of our brand and convey 

the Bohemian, high-end aesthetic through soft, natural, hand-sketched designs, presentation 

boards, and tech packs. 
THE IDEAL CANDIDATE WILL HAVE: 

A strong awareness of trend. 

A natural inclination towards originality and newness, in both silhouette and detail. 

3-5 years design expertise in wovens, with emphasis on dresses and skirts. 

Prove ability to embrace a signature look and possess an eye for innovation. 

To apply, please send an updated rèsumè along with three hand sketches that you feel define the 

#4 — Public Relations Representative 

KNOWLEDGE, SKILLS, AND ABILITIES 

Intermediate concepts, principles, and practices of public relations. 

Knowledge of media outlets, venues, and marketing, including social media. 

Types of stories and information of interest to journalists. 

AP style. 

Libel and slander laws 

Skill in operating standard office equipment and using required software applications, including 

Microsoft Office and Adobe Photoshop. 

Operating electronic media publishing software, including Web 2.0. 

Ability to communicate effectively, both orally and in writing. 

Write and edit effective and efficient communications and publications including the use of various 

creative genres. 

Prove ability to partner with other functional areas to accomplish objectives. 

Ability to incite enthusiasm and influence, motivate, and persuade others to achieve desired 

outcomes. 
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Lesson Questions 

1. Why should an applicant take time to research the company before a job interview? 

a. It shows that the applicant knows how to conduct research. 

b. It allows the applicant to tailor his/her resume and interview to touch on points 

the company considers most important. 

c. It shows that the applicant can do almost any job for the company. 

d. It shows the prospective employer that the applicant knows which positions 

he/she would consider if hired. 

2. If you are asked in an interview about your weaknesses, you should _____. 

a. State that you don’t believe you have any weaknesses. 

b. Identify three major weaknesses. 

c. Identify three major weaknesses and explain why they are weaknesses. 

d. Identify one of your weaknesses but turn it from a negative into a positive. 

Essential Questions 

What are three interview tips?  

1. ____________________________________________________________________________ 

______________________________________________________________________________ 

2. ____________________________________________________________________________ 

______________________________________________________________________________ 

3. ____________________________________________________________________________ 

______________________________________________________________________________ 

 

Why is it important to “connect the dots” between your résumé and an interview for a  

potential job? __________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Growing & Shrinking Industries 

Warm-Up Activity 

How many people do you know who have changed jobs or careers at least once?  __________ 

Twice? __________ Three times? __________ More than three times? __________ 

 

 

Industries with Largest Projected Growth 

between Now and 2018 
 Management, scientific, and technical consulting services 

 Services for the elderly and people with disabilities 

 Home health care services 

 Computer systems design and services 

 General merchandise stores 

 Physician Offices 

 Nursing care facilities 

 Employment services  

 Local government  

(not including hospitals and education) 

 Full-service restaurants 

Industries with Largest Wage/Salary Declines 

between Now and 2018 

 Department stores 

 Electronic component manufacturing 

 Motor vehicle part manufacturing 

 Postal Service 

 Printing and related support activities 

 Cut-and-sew apparel manufacturing 

 Newspaper publishing 

 Support activities for mining 

 Gasoline stations 

 Wired telecommunications carriers 
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Occupations with Largest Projected Employment Growth 

between now and 2018 

1. Registered nurses 11. Construction laborers 21. Medical assistants 

2. Home health care aides 12. Elementary school 
teachers 

22. Office supervisors 

3. Customer service 
representatives 

13. Truck drivers (trailer and 
tractor trailer) 

23. Practical and Licensed 
vocational nurses 

4. Food preparation/service 
workers (combined) 

14. Landscaping and grounds-
keeping workers 

24. Security guards 

5. Personal and home  
care aides 

15. Bookkeeping, auditing, and 
accounting clerks 

25. Waitresses and waiters 

6. Retail salespersons 16. Executive secretaries and 
administrative assistants 

26. Maintenance and repair 
workers 

7. Office clerks (general) 17. Management analysts 27. Physicians and surgeons 

8. Accountants and  
auditors 

18. Computer software 
engineers (applications) 

28. Child care workers 

9. Nursing aides, orderlies, 
and attendants 

19. Receptionists and 
information clerks 

29. Teacher assistants 

10. Postsecondary teachers 20. Carpenters   

 

Lesson Activity: Interests, Skills & Careers 
What are your five greatest interests in life? 

1. ________________________________________________________________________ 

2. ________________________________________________________________________ 

3. ________________________________________________________________________ 

4. ________________________________________________________________________ 

5. ________________________________________________________________________ 
What are your five greatest skills? 

1. ________________________________________________________________________ 

2. ________________________________________________________________________ 

3. ________________________________________________________________________ 

4. ________________________________________________________________________ 

5. ________________________________________________________________________ 
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Which of the top five jobs/careers best incorporate your skills and interests? 

1. ________________________________________________________________________ 

2. ________________________________________________________________________ 

3. ________________________________________________________________________ 

4. ________________________________________________________________________ 

5. ________________________________________________________________________ 

What steps would you have to take to transfer into a job/career in a growing field? 

_____________________________________________________________________________  

_____________________________________________________________________________  

_____________________________________________________________________________  

_____________________________________________________________________________  

_____________________________________________________________________________  

_____________________________________________________________________________  

_____________________________________________________________________________  

_____________________________________________________________________________  

_____________________________________________________________________________  

_____________________________________________________________________________  

_____________________________________________________________________________   

Lesson Questions 

1. What is a risk associated with entering into a career in a shrinking industry? 

a. Less job opportunities. 

b. Increased competition when it comes time for advancement. 

c. Increased potential for income insecurity. 

d. All of the above. 

2. Which of the following describe job market risks? 

a.  Expanding network and industry connections. 

b.  Payroll deduction and wage garnishment.  

c.  Outsourcing and automation. 

d.  On-the-job training. 
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Essential Questions 

What is a shrinking industry? 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

What is a growing industry? 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Why is it important to know about shrinking and growing industries? 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

TIPS FOR GETTING A RAISE 

 Always strive to over-deliver and learn as much as possible with each job you have. 

Show up on time, learn all the positions you can and be a valuable asset to the 

company. 

 Research other similar jobs and find out what the salary is for those positions. How 

does your salary compare? If you’re a valued employee, you should always be at the 

upper end of the pay range. 

 Choose the best time to ask for a raise. Good times include during your review, 

when your employer is short- staffed, or when you are recognized for excellent 

performance. 

 Ask your boss for a private meeting when he/she is not busy. 

 Sell yourself. At the meeting point out what you bring to the company, your desire to 

grow with the company and ask for a raise. 

 If your boss says no, don’t take it personally. Find out what you need to improve 

in order to get a raise, or explore other career options. 



 

 

Jobs & Careers 

 

J6 

Don’t Get Lost in the Crowd! 

Warm-Up Activity 

Why is it important to stand out when applying for a job or starting a business?  _____________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Lesson Activity: Stand Out in the Crowd 

The objective is to “sell yourself” to the owner of Smart Solutions. If you are the owner of 
Smart Solutions, your task is to choose the best candidate, based on how the candidates sell 
themselves. 

ROLE-PLAY SCENARIOS 

RAFIKI  lives in India and has a company comprised of employees who are fluent in English 

and Spanish – that is, they can read, write, and speak both languages. He is trying 

to contract with the owner of Smart Solutions to manage the company’s Customer 

Service Department. He has proposed to the owner to provide 24/7 customer 

support to Smart Solutions customers for $10,000 a month, which covers 20 

employees and their services. He pays his employees around $3/hour. 

SELLING POINTS FOR MYSELF WHY I’M BETTER 
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SUZANNE  lives in Kansas and is manager of the Customer Service Department at Smart 

Solutions. She does not want the owner of Smart Solutions to outsource her 

department, as it will result in the loss of 20 jobs. She is trying to convince the 

owner to stay in-house with these services, as they provide exceptional customer 

service and have been awarded the Best Customer Service Providers Award for the 

last three years from the Customer Service Workers Union. Between office costs, 

payroll, and human resources, it costs Smart Solutions $100,000 per month for 

their Customer Service Department  

SELLING POINTS FOR MYSELF WHY I’M BETTER 

    

    

    

    

    

 
OWNER OF SMART SOLUTIONS 

As the owner of Smart Solutions, you are trying to think of ways to cut costs in this 

tough economic climate. You want to find the best deal without compromising the 

service to which your customers are accustomed. Listen to Rafiki’s and Suzanne’s 

arguments, and determine the best option for Smart Solutions.  

RAFIKI SUZANNE 

BENEFITS DRAWBACKS BENEFITS DRAWBACK 
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 The Future is Now 

The fast food industry is talking about replacing human workers with robots. Major automobile 

manufacturers already employ robots in the assembly line.  

It’s important not only to consider industry growth and decline trends, but also the skills that 

make up an industry’s workforce.  

Robots are very expensive. Not only does the robot itself cost a lot to build, but there are many 

costs associated with designing the robot’s functions, integrating them into an assembly line, 

and making sure that skilled robot-support employees are hired and available to handle the re-

assignment or termination of the human workers the robots replaced. 

Human workers also are very expensive! They require paid time off, retirement funds, health 

insurance, taxes and other benefits on top of the wages they’re paid. Humans get sick, tired and 

socialize during work hours. Though there is nothing wrong with that, those are drawbacks that 

robots do not have! 

As technology gets older, it becomes cheaper to make. Did you know that the first computer 

hard drives to be sold to the public cost about $6,500 per megabyte back in 1955? Now you can 

buy a simple flash drive—which performs the same function as a hard drive—for just a few 

dollars and it can hold thousands of megabytes worth of data. The point at which it is cheaper 

for a company to design, build, install, and integrate robots compared to employing a human 

worker is the point at which the industry begins to use robots more and more. 

Lesson Activity: Robot Invasion 

It is critical to ensure that your skills are always more valuable than what a simply robot can 

perform. 

List some types of jobs that could be automated by a robot. _____________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________ 
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Consider your desired job. Could it be automated by a robot? ____________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________

______________________________________________________________________________  

______________________________________________________________________________ 

What skills make a human being better than a computer or robot?  _______________________ 

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________  

______________________________________________________________________________ 

 

Do you possess those skills?   ______________________________________________________ 

 

If not, how will you develop them?  _________________________________________________ 

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________

______________________________________________________________________________  

______________________________________________________________________________ 
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Lesson Questions 

1. Which of the following is an example of outsourcing? 

a. A company hires a freelance writer to write a company   brochure. 

b. A northern Indiana appliance company hires a company from southern Michigan 

to serve as its repair staff for the appliances it sells. 

c. A company hires a firm in India to take customer service calls. 

d. All of the above. 

2. What is the company advantage of outsourcing? 

a. Expanded employee pool and payroll. 

b. Lower costs of living. 

c. Potential to hire contract workers without having to provide benefits.  

d. Expanded human resources department. 
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Essential Questions 

What is outsourcing? 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

How is outsourcing hurting the outsourcing nation’s workers? 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 
What can you do to stand out in the marketplace? 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Prepare for Your Dream Job Today! 

Warm-Up Activity 

Explain what the following statement means to you:  

“Success is the sum of small efforts, repeated day in and day out.” Robert Collie 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

#1 — SERVICE MANAGER FOR A MOUNTAIN BIKE COMPANY 

Required Professional Background:  

 At least 2 years experience in a senior mechanic or service manager role 
 Service writing experience 
 Effective scheduling of repairs, bike builds, and work orders 
 Mechanic scheduling 
 Working to budgets 

 Target and metric setting for mechanics and bike builders 

 Inventory control 

A successful candidate can expect a permanent, year-round position with a 

competitive, negotiable salary with medical and dental benefits. In addition, the 

company believes in continuous development of their employees with potential 

for advancement within a progressive expanding company. 
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#2 —PRODUCT GRAPHIC DESIGNER FOR AN ACTION SPORT DESIGN FIRM 

Education and Training: 
 Bachelor’s degree in graphic design or 1+ years equivalent work experience. 

 Proficiency in Macintosh-OSX environment; a commanding knowledge of Adobe InDesign, 
Photoshop, Illustrator, Keynote, and PowerPoint. The ability to work between Adobe and Microsoft 
programs seamlessly. 

 A portfolio of work that clearly demonstrates creativity, originality, and problem-solving. We expect 
to see process. 

 Service writing experience 

 Effective scheduling of repairs, bike builds, and work orders 

 Mechanic scheduling 

 Working to budgets 

 Target and metric setting for mechanics and bike builders 

 Inventory control 

A successful candidate can expect a permanent, year-round position with a competitive, negotiable salary with 
medical and dental benefits. In addition, the company believes in continuous development of their employees 
with potential for advancement within a progressive expanding company. 

Skills and Abilities: 

 Clear knowledge of graphic design skills that do not rely solely on the computer. These skills include 
sketching and drawing, brainstorming, typography, use of scale and color and overall layout intuition. 

 Strong ability to craft larger ideas into influentially written, oral and visual presentations so they may 
be presented to other creative as well as senior management. 

 Ability to work on multiple projects simultaneously and adjust priorities to meet evolving deadlines. 

 Organized approach to problem-solving and project management as well as the knowledge of when 
to elevate concerns vertically to senior management. 

 Must work well in a team-based environment and possess the ability to handle constructive criticism. 

 Experience with action sports industry a plus. 

 Organized approach to problem-solving and project management as well as the knowledge of when 
to elevate concerns vertically to senior management. 

 Must work well in a team-based environment and possess the ability to handle constructive 

#3 — ASSOCIATE WOVENS DESIGNER 
We are looking for a creative individual who will embody the ethereal spirit of our brand and convey the 

Bohemian high-end aesthetic through soft, natural, hand-sketched designs, presentation boards, & tech packs. 

The Ideal Candidate Will Have: 

 A strong awareness of trend. 

 A natural inclination towards originality and newness, in both silhouette and detail. 

 3-5 years design expertise in wovens, with emphasis on dresses and skirts. 

 Prove ability to embrace a signature look and possess an eye for innovation. 
To apply, please send an updated rèsumè along with three hand sketches that you feel define the company 

brand. 
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#4 — PUBLIC RELATIONS REPRESENTATIVE 

KNOWLEDGE, SKILLS, AND ABILITIES 
 Intermediate concepts, principles, and practices of public relations. 

 Knowledge of media outlets, venues, and marketing, including social media. 

 Types of stories and information of interest to journalists. 

 AP style. 

 Libel and slander laws 

 Skill in operating standard office equipment and using required software applications, including 
Microsoft Office and Adobe Photoshop. 

 Operating electronic media publishing software, including Web 2.0. 

 Ability to communicate effectively, both orally and in writing. 

 Write and edit effective and efficient communications and publications including the use of various 
creative genres. 

 Prove ability to partner with other functional areas to accomplish objectives. 

 Ability to incite enthusiasm and influence, motivate, and persuade others to achieve desired 
outcomes. 

 Demonstrated ability to organize and prioritize multiple tasks and meet deadlines. 
REQUIRED EDUCATION AND PREVIOUS EXPERIENCE 

 Bachelor’s degree in English, journalism, communications, or a related field. 

 At least three years of journalism, marketing, event or entertainment management or social media 
experience. 
OR 

 Any equivalent combination of experience, education, and/or training approved by Human Resources. 

 

#5 — INTERNATIONAL MARKETING REPRESENTATIVE 
GRAND VACATION SALES 

BASIC QUALIFICATIONS 

 Minimum of one year work experience in a direct sales or marketing position. 

 Bilingual fluency in Japanese and English required, both verbal and written. 

 Proven proficient computer skills. 

 Excellent customer service skills. 

 Excellent communication skills. 

 Thorough understanding of the local area and its attractions. 

 Flexible schedule required, including nights, weekends, and holidays. 
PREFERRED QUALIFICATIONS: 

 1+ years work experience in sales and marketing. 

 Minimum of 6 months experience of relevant timeshare industry. 

 Minimum of 6 months experience selling and booking tours, activities, concierge service. 

 Exceptional customer service with the ability to resolve guest relations issues. 
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Lesson Activity: Dream Job Timeline 

First, create a job description for your dream job, listing the skills you will need. Then, on the 

following pages, create a timeline for the steps you will need take to achieve your dream job 

JOB SKILLS / ABILITIES 
EXAMPLE: Doctor Must major in a science-related field, go to medical school, volunteer 

at a hospital, etc. 

EXAMPLE: Teacher Requires a college degree, patience, ability to give presentations, eye 
for detail, etc. 

YOUR DREAM JOB SKILLS / ABILITIES 
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DREAM JOB AND DESCRIPTION OF SKILLS 

What is your dream job? 

Steps I Will Take Start Date End Date 
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DREAM JOB AND DESCRIPTION OF SKILLS 

What is your dream job? 

Steps I Will Take Start Date End Date 
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Lesson Questions 

1. Why is a timeline important to attain your dream job? 

a.  It helps you develop necessary skills. 

b.  It helps you recognize needed skills. 

c.  It helps map out steps toward reaching a goal. 

d.  It helps create a job description for the dream job. 

2. How can someone prepare to land the job they desire? 

a. Apply for the job. 

b. Research the qualifications for the job and start building those skill sets.  

c. Network with people in the industry. 

d. Both B and C. 
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Essential Questions 

What is a job description?  ________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Why is it important to set personal goals?  ___________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

What steps are you going to take to get your dream job?    ______________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Networking in Your Field 

Warm-Up Activity 

Listen to the directions provided by your instructor. 

What do you think of the activity you just completed?  __________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

How did it make you feel?  ________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 Networking Is Important 

In today’s technological age, learning to network helps ensure success in all facets of life. Have 

you ever heard the statement, “It’s all about who you know?” While that may not be 100% 

accurate, knowing the right people is extremely important.  

Networking can help you find a job, start a business, or build a clientele. And gaining long-term, 

trusted friends is always good. Networking is an important skill that can enhance every area of 

your life. 

Just like building a solid team of advisors, an element of networking is needed to ensure 

business and professional success. The more contacts you maintain, the more opportunities 

you’ll have available, now and in the future. Creating a stable network is vital to your personal 

and professional future. Building a strong network offers you a steady supply of business 

opportunities and options, both now and for years to come. 

Networking is simply gathering contact information of people you know: friends from school, 

colleagues, and other associates. Make special notes about contacts with connections to your 

area or field of interest. 

• Start by gathering contact information for everyone you know: friends, colleagues, 

and other associates.  

• Build a network of people with whom you share interests, and make special note of 

those who seem to be striving toward financial independence. 
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 How to Maintain Your Network 

Communication is a two-way street, so maintaining up-to-date contact information and 

updating your contact information for your network is crucial. Organize your contacts list using 

software that’s compatible with other programs, to make switching to another program easy. 

Outlook, Gmail, and Yahoo are popular mail servers with functions for organizing a contacts list. 

Let your network know whenever you move, change numbers, or get a new cell phone or email 

address. Request that your contacts do the same.  

Below are a few simple ways to maintain your professional network: 

• Send out a monthly email telling your network what you’ve been up to; reiterate your 

interests in particular fields or areas. They’ll associate these areas with you and contact 

you when something of interest arises. 

• Contact your network when you see an opportunity they might be interested in. They 

will certainly repay the favor. 

• Be a good friend and colleague. Treat old friends well. Stay in touch on birthdays and 

anniversaries. It doesn’t have to be all about business; good friendship can often be a 

network’s best strengthening bond. 

Many successful professionals credit knowledge, networking, and a good team with their 

success. Continue to gain knowledge, and also build your network of contacts over time to help 

ensure financial independence and success. 
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Lesson Activity: Network Hiring 

Listen to the directions provided by your instructor, and then complete the scenario by choosing 
a new Project Manager after reviewing each candidate’s profile. 

 
SCENARIO 

You are the hiring manager(s) for a profitable company. You are hiring a new project manager. 

The person you seek must be reliable, hardworking, a team player, and someone with whom 

you can work closely.  

CANDIDATE A She is a great applicant who found your company online. She graduated 

from college with a 4.0 GPA, has been working in the field for two years, 

and has taken professional training courses to continue her learning.  

CANDIDATE B He is a close friend with whom you went to college for four years, and you 

have many mutual friends. He graduated with a 3.5 GPA, and has one year 

of work experience in the field. He hasn’t taken any professional training 

course but you personally know that he is a hard worker and great team.  

Which person would you hire?  ____________________________________________________ 

 

Why?  ___________________________________________________________________________  

 ________________________________________________________________________________  

 ________________________________________________________________________________  

 ________________________________________________________________________________  

 ________________________________________________________________________________  

 ________________________________________________________________________________  

 ________________________________________________________________________________  

 ________________________________________________________________________________  
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NETWORKING TIPS 

 Set clear business or career goals. If you don’t know exactly what you want to do, 

start by listing the things you enjoy doing. Think about how you want to live your 

day-to-day life in the future. 

 Be able to share your business goals in 30 seconds. Your “elevator pitch” should be 

polished and clear. When people ask, “What’s up?” you’re prepared with an 

answer that will help you reach your goals. 

 Educate yourself in the areas in which you want to excel. Learn enough to hold a 

good conversation about those topics. 

 Look for ways to help others accomplish their goals while they help you accomplish 

yours. Always seek ways to partner instead of being self-serving (ask “How can we 

help each other?” instead of “How can they help me?”). 

 Share your business or career goals with family and close friends. Discover ways 

you can help each other. Ask friends and extended family members to introduce 

you to people they know who align well with your goals. 

 Hang out at locations where you’re likely to meet people you need to know. 

Charity functions, high-end gyms, or the Chamber of Commerce are examples of 

places financially-successful people frequent. 

 Take your networking virtual: search out the major players in your chosen 

business. Search online for trade organizations, blogs, and other businesses in a 

similar area. 

 Research your competitors, and pay close attention to their partnerships. 

 Join Facebook, MySpace, LinkedIn, Plaxo, and Twitter. Add all the groups that 

relate to areas you think will help you reach your personal goals. Write personal 

notes to the leaders of each group; let them know—in a sentence or two—what 

you’re about and what you want to accomplish. Then offer your services. “I think 

what you’re doing is great. Let me know if I can help out in any way.” 
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Lesson Activity: Elevator Pitch 

What is the project you are working on? 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

What message do you want to give to your market or potential advisors? 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

What makes your business or product stand out from the competition? 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Prepare a short summary of your business or career goals, a statement that quickly and simply 

presents the value of your goals and how others can help you reach them. Use this summary to 

invite people to join your network. You should be able to repeat it in about 30 seconds—the 

length of an average elevator ride. This summary is called your “elevator pitch.” 

Write your elevator pitch on the lines below. 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Lesson Questions 

1. Why is networking one of the most important business skills a person can have? 

a. It provides automatic entry into an interview. 

b. It provides more job possibilities. 

c. It results in having the right skills. 

d. It results in being hired. 

2. Which of the following statements is true? 

a. Business cards are outdated. 

b. Social media lacks networking possibilities. 

c. You should not stay in touch with former business associates. 

d. You should use business cards where possible, use social media, and strive to 

build lasting relationships. 

3. How can you benefit from developing a network? 

a. You may receive opportunities to help others accomplish their goals. 

b. A network may open up future job and business opportunities. 

c. It may help you develop friendships. 

d. All of the above. 

4. What is an “elevator pitch?” 

a. A personal description you give when you arrive at a business meeting. 

b. What you say immediately upon meeting someone new. 

c. A short summary of your future business goals. 

d. All of the above. 
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Essential Questions: 

What is networking?  ____________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Why is networking important to business? ___________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________ 

 

How does networking contribute to financial independence? _____________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________ 
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Why should you learn to network in the potential field you want to enter? 
______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Is networking online important? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________ 

 

What is an elevator pitch? 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________ 
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Networking and Mentors 

Warm-Up Activity 

Why do you think you might need a mentor? _________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 What is a Mentor? 

A mentor is someone more experienced who will help to guide your development. Mentors 

serve as counselors, advisors, coaches, and role models. Simply put, a mentor is anyone who 

influences your actions and your future. We may have some mentors who never even know 

they are influencing us. But finding someone who agrees to undertake that role for you can 

have many advantages. 

Mentors lead by example—they’re the people we try to emulate as we pursue our careers. 

Most successful people had lots of help along the way, and a mentor can have a huge positive 

impact on shaping your success. 

If you know someone who has achieved considerable success and stands out as an expert in the 

field you want to pursue, think about asking that person if he or she would be willing to 

consider a mentoring relationship with you. If the person refuses (most people we would want 

as mentors are very busy), ask if he or she might be able to refer you to someone else who 

would make a good mentor. 

The mentor you choose should be someone who can help you reach your business, career, 

personal, and/or financial goals. Before you start looking for a mentor, clarify in your own mind 

what you seek from that person. Do you want advice to help you make a specific choice or 

decision? Are you looking for an inroad to the important people in your business? Would you 

like a role model from whom you can learn the tips and tricks of your trade? Or do you just 

want someone to listen to your ideas and offer feedback? 

When you ask someone to be your mentor, explain clearly why you’re asking and what you 

hope to get out of the relationship. Be flattering: “I’m asking you because you’re the most 

successful person I know in our field.” Think of ways you can benefit your mentor too, and offer 

those positives when you ask. 
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The following are some good places to look for a mentor: 

• College alumni organizations 

• Professional organizations in your field 

• Social networking 

• Friends of friends or family 

• Internship contacts 

• Bosses or employers 

You can have more than one mentor. Choose different mentors to guide you in different areas 

of your life (both professional and personal). 

There are online mentoring communities into which you may tap. The International Telementor 

Program and the Electronic Mentoring Project are two examples. 

  

TIPS FOR FINDING A MENTOR 

 Clarify exactly what you want to gain from the mentoring relationship. 

 Choose someone you deeply respect, someone who has the kind of lifestyle and 

position you’d like to have. 

 Understand your own communication style and personality traits. Look for a 

mentor who complements those qualities. 

 Before you ask someone to be your mentor, try asking for advice on a specific 

topic from that person. Evaluate that advice to help you decide whether this 

person would be a good fit as a mentor for you. 

 Avoid asking your direct supervisor at work to be your mentor, because that 

could restrict your mentoring relationship. Former teachers or bosses might be 

good choices, but also consider older family members, spiritual leaders, 

neighbors, or leaders in your community. 
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 The Mentoring Relationship 

Once you’ve found someone who agrees to a mentoring relationship, use that person as a 

model to guide your behavior. But continue to think for yourself. While your mentor can help 

shape your future, remember that this is still your path. Don’t become too dependent on your 

mentor to make decisions. And it’s OK not to take every piece of advice he or she gives you.  

Mentoring can happen in many ways. You could share a monthly lunch, occasional phone calls, 

a weekly tennis match, or ongoing email correspondence. Choose the relationship that works 

best for both of you and both your schedules. 

Be sure to find ways to reciprocate what your mentor gives you. Buy him or her lunch or send a 

gift basket from time to time. Show your gratitude and give back. Also, let mentors know when 

their advice works well for you. Your mentor will be happy to know that his or her leadership 

has a positive impact on your success. 

Lesson Activity: Find a Mentor 

List ten ways you can find a mentor: 

1. _______________________________________________________________________  

2. _______________________________________________________________________  

3. _______________________________________________________________________  

4. _______________________________________________________________________  

5. _______________________________________________________________________  

6. _______________________________________________________________________  

7. _______________________________________________________________________  

8. _______________________________________________________________________  

9. _______________________________________________________________________  

10. _______________________________________________________________________  
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Lesson Questions 

1. Which of the following is NOT true about a mentor? 

a. A mentor can help you get a job. 

b. A qualified mentor can be a person experienced in the field you seek to enter. 

c. A mentor can give you advice on personal issues. 

d. All of the above. 

2. Which of the following tips is the LEAST LIKELY to be helpful when seeking a mentor? 

a. Select a person you respect. 

b. Tell the mentor you are not exactly sure what you want to gain from the mentor 

relationship. 

c. Ask the possible mentor for a specific piece of advice before selecting that 

person as your mentor. 

d. Select a person whose strengths complement your strengths or fill in one of your 

weaknesses.  

Essential Questions 

What is a mentor? 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Why is it important to have a mentor? 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

What benefits do you gain by having a mentor? 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 


