Lesson Outline for Work Unit – EL Civics

The need for a job presents itself early.  Non-native English speaking job seekers may have difficulty in finding and securing employment.

This unit is designed to give assistance in coping with common problems.

The unit will follow a sequence for finding and keeping a job:

I. I need a job - Preparation

A.  What kind of job am I qualified for?

Picture Dictionary activities ​​. 136 – 139

i. What am I qualified for (legally and practically)

ii. Proper immigration/citizenship documents

iii. Driver’s license or transportation 

iv. Work permits

· What the authorities require

B.  What does the job require?

Picture Dictionary activities p. 140

C.  Which job do I want?

i. Things to consider and write/speak about

a. Type of work I did in ____.

b. What hours can I work?

(Dialogue about childcare, husband/wife working, salary needed, etc.)

Wyoming Job Service supplies counseling and assistance in obtaining correct legal authorization for employment.  

JOB VOCABULARY:

Wages

Salary

Hours

Resume

Application

Interview




JOB TITLES AND DESCRIPTIONS:
Nurse

Mechanic

Printer

Welder

Miner

Bus driver

Domestic engineer

Housekeeper

LANGUAGE GOALS: 

LEVEL I:  5,7,18      

LEVEL II:  3,6

LEVEL III:  14,21


LEVEL IV: 18,20

LEVEL V:  4


II. Where can I find a job –

 Picture Dictionary p. 141
A.  Where to look for jobs

i. Bulletin boards at supermarkets or job sights

ii. Job service publications

iii. Newspaper want ads

iv. Friends

B.  Reading want ads 

i. Read newspapers ads 

ii. Describe the jobs listed 

iii. Role play being in a job locating situation

C.  Going to job agencies for help

i. Inquiring about job openings

ii. Know something about what the job entails

Picture Dictionary activities pages 142-151

D.  Prepare for questions in initial inquiry

i. Role play inquiring on the phone

ii. Role play in person inquiry

iii. by letter or e-mail

E.  Prepare a resume

i. Prepare the “Pocket Book of Job Search” from the Wyoming Job Center

ii. Write a simple history of work experience/ this could be verbal but have a clear sequence of important work experience

F.  Complete a sample application

· Employment Application forms are available from Job Service - Doing this together will be helpful to explain why such questions are important

LOCATION VOCABULARY:

MINE

BODY SHOP

HOSPITAL

TRUCK DRIVER

RESUME

EXPERIENCE

REFERENCE

EMPLOYMENT

FIRED

HIRED

PREVIOUS EMPLOYER

STRENGTHS AND WEAKNESSES

LANGUAGE LEVELS:

LEVEL I:  5,7,18,20

LEVEL II:  6,19,20

LEVEL III:  1,18,19,23

LEVEL IV: 18,19

LEVEL V: 15


LEVEL VI: 3,5,12,13

III.  What is an Interview like and how can I do well - Procedures

A.  What to do about the language barrier

i. Do I need an interpreter - how much help do I need

B.  How should I dress?

ii. Consider type of job applied for

iii. Hygiene considerations

(See HEALTH unit for general considerations)

C.  Practice interviews

i. What questions should I ask?

ii. How do I answer difficult questions about my experience?

a. Role play interviews/ with an interpreter

b. Have outside speaker come and talk about interviews

· Speakers:  Local Job Service, business owners/managers will provide speakers.   Videotape interviews.

· Use Job Service “Interviewing Report” for typical questions on job interviews and video on interview techniques.

D.  Will I get the job right away?

i. Discuss realistic expectations

ii. Acknowledge the interview with thank-you note

iii. How to accept rejection/ acceptance

INTERVIEW VOCABULARY:

Improve

Goals

Stress

Mistakes

Team player

Leadership

Follow directions




Creativity

Success

Motivation

Supervisor

Experience

Compare

Growth

LANGUAGE LEVELS:  

LEVEL I:  5,13,20,22,27

LEVEL II: 13,15,17,19

LEVEL III: 13,15,17,19

LEVEL IV: 5,8,16

LEVEL V:  5,9,11,15

LEVEL VI: 1,2,3,4,19

IV.  What do I have to do to keep a good job?

A.  Reliability

i. What is expected?

ii. How do I keep up with requirements?

iii. How fast do I need to learn the job?

(These situations can be discussed and boss and employee situations can be simulated. Appropriate way to disagree with accusations.)

B.  Punctuality

i. Transportation

ii. How to be on time

iii. Make a schedule

· Make a schedule, include time to leave home,

· When to arrive at work, 

· Children’s activities

· Planned trips or doctor visits, etc.

C.  Dress / Hygiene

i. You may need to dress differently for the interview than the job

a. What kind of jobs is this?

b.  What do the people on the job dress like?

ii. Do I have to have new clothes? cost??

D.  Keep records

1.  Pay check stubs 

2.  Keep a journal of dates worked on what jobs

E.  Job safety

Picture Dictionary activities p. 147

1.  What to do

2.  Need for

3.  When to protest unsafe conditions and how

(Role-play unsafe directions and expectations and what to do about them)

VOCABULARY:
Conflict

Anger

Disagree

Complaint

Union

Contract

Illegal

Hygiene

LANGUAGE LEVELS:  

LEVEL I:  1,3,6,7,17,19,21


LEVEL II: 1,2,3,4,11,17,21

LEVEL III: 7,8,9,25

LEVEL IV: 19

LEVEL V: 2,4,14,22,23

LEVEL VI: 1,14,15,16

