






Preparing Students for Workforce 2020
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Activities to help teachers to ensure students have a positive experience as they prepare for the future
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What is Workforce 2020?
[image: C:\Users\TGalarneau\Desktop\Workforce 2020.png]Workforce 2020 is set up in the same way that a career fair is set up. Hundreds of local employers will be set up in booths and will conduct mock interviews with your students. They will ask questions and they will be prepared to provide information about careers in their field and at their specific place of employment. Employers will provide a critique of your students’ resumes and interview skills. 
Students will arrive by bus at the Workforce 2020 site at a predetermined time. Students will enter the location and will see that multiple other schools are present with large numbers of students.  The activity, noise level, and volume of students might be overwhelming for some students.  
How to Improve Your Students’ Experience
We recommend that you prepare your students for this experience by using role-playing, modeling, and even social stories if appropriate.  It is okay to have your students complete mock interviews at your school with people they are not familiar with.  
It might also be appropriate to develop a safety plan for your students and check in with them frequently.  If the setting becomes overwhelming to your students, have a plan in place of how a student can be removed from the setting so they are able to calm themselves.
Some students thrive on knowing the schedule for the day.  Feel free to share the day’s schedule, but prepare the students to be flexible, as some interviews may take longer than others.
Within this guide you will find some role-playing and social stories activities, along with other ideas to help students feel ready to participate in this wonderful experience.
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Workforce 2020 Social Story
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To attend Workforce 2020, you will ride a school bus to the Watertown Airport. 

You will need to bring your folder that includes your resumes for your discussions and interviews with professionals.






[image: ]You will arrive at the Watertown International Airport.
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At the airport, you will be going 
into the airport hangar; this is where
they normally keep the planes. No
planes will be in the building today.

The hangar is a room much like the 
gym at your school.



When you enter the hangar, there will be a lot of people there. There will be students and adults.
The room will be filled with tables with different employers that are interested in hearing about you, asking you questions, and answering any questions you have. The room will have a lot of noise in it because a lot of people will be talking all at once. 
[image: ]
If you begin to feel uncomfortable, ask one of your chaperones to take you where it is quieter.


You will follow the signs and the directions of your chaperones on where to go once you’re in the hangar. 

You will have your choice of what professions you go to. You will most likely be sitting next to other students and will be able to hear them talking. 
[image: ]
	
Try to focus your best on the person you are speaking with, and remember your interviewing skills!
They will announce when it is time for your school to finish up and leave. 

Follow the signs and other students as they make their way to the exit. 
You will exit the hangar and take the school bus back to your school. 
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What Are My Strengths and Weaknesses?
Adapted from http://www.going-to-college.org/myplace/activities.html#strengths
Background: Employers want to know what a person can bring to their organization.  It is important for students to be able to identify their strengths and how those strengths can be an asset to the organization they are applying to.
1. Using the strengths inventory at http://www.literacynet.org/mi/assessment/findyourstrengths.html, determine your strengths, print them out, and have a discussion with parents, classmates, teachers, etc.  Do they agree or disagree with the results?

2. The Career Key outlines 17 Foundation Skills that workers need to be successful in the workplace in the 21st Century.  Using the attached handout, read, think about, and determine if you have these skills or if you need to improve upon these skills.

3. Using student discussions and Foundation Skills article, determine strengths and weaknesses students sees within themselves.  This can be done in a graphic organizer form.  Encourage students to provide evidence and real life examples to support their thinking.

4. Have students work to develop strength statements that could be used in an interview for a job in their chosen field.  According to https://www.ldsjobs.org/ers/ct/articles/power-statements?lang=eng, “When presenting your skills to others, use concise statements that briefly describe the value you can bring to the organization.”

5. Practice questions like the following to prepare students to promote their strengths to potential employers:
· What do you feel sets you apart from the competition?
· How would you apply your key strengths to this position?
· Why should we hire you?
· What makes you the ideal candidate for this job?
· What makes you a good fit for the position?
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Name: ________________________
My Personal Strengths and Weaknesses
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Identifying Occupations of Interest
Adapted from:
Job seeking skills for people with disabilities: a guide to success: student handbook. Northridge, CA: 
     California State U, Northridge, National Center on Deafness, Transition Resources and Career 
     Services for Students with Disabilities, 2001. Print.
Background: Many times students have their hearts set on one occupation.  Unfortunately they do not have the requisite skills for the occupation.  What they do not know is that they might still be able to work in the field.  It is important that students explore all job possibilities within an occupation.
1. Begin to determine which careers match your skills.  Using the website http://www.educationplanner.org/students/career-planning/find-careers/careers.shtml, determine some careers that meet your skillset.  

2. Using www.mygpsforsuccess.com, use the attached Career Research Worksheet to explore careers of interest. 

3. Research skills needed for career choices.  Careertech.org outlines the strengths needed for each of the 16 career clusters at https://www.careertech.org/career-clusters.  Think back and analyze your strengths and weaknesses.  Do they match the skills needed for your career choices?


Name: __________________________
Career Exploration Worksheet
Adapted from www.successtoolkit.org
	Career Title: 

	Provide a brief description of the job.  Include the nature of the work, environment, responsibilities, average work week, etc.
	

	Describe key skills, abilities, and personality traits important for this career.
	Skills and abilities: 





	
	Personality traits: 





	What is the average or median salary range for this career both national and locally?
	National:



	
	Local:

	What is the outlook for the future of this career?  Does research show growth or decline in hiring?
	

	What is your overall impression of this occupation?
	Pros: 




	
	Cons: 




	After learning more about this career, are you still interested?  Would this career fit the lifestyle you want?  Does it match your interests, personality, skills and work values?
	· Still Interested
· Not Interested (skip question below)

This career is a good match for me because:





	List two occupations that are similar that you may be interested in researching.
	Similar careers:

1.
2.
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Social Story – Going to a Job Interview
(http://weraspies.weebly.com/uploads/6/8/5/9/6859492/interview_social_story.pdf)
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Social Story  – Job Interview
https://youtu.be/Cnk_4wTdTXQ



















Interview Role Playing Activities and Examples


Role Playing Example 1 (Good interview example) – http://idahotc.com/portals/29/docs/idvr/dvr/6a.pdf
Role Playing Example 2 (Poor interview example) - http://www.idahotc.com/Portals/29/Docs/IDVR/DVR/6b.pdf
Preparing for a Successful Job Interview - http://www.fldoe.org/core/fileparse.php/7531/urlt/successful-job-interview.pdf

Job Interview Videos
IT Interview Gone Wrong – A humorous clip to show older students what an interview should not and should look like. 
https://www.youtube.com/watch?v=ogSJV2IOZ6o&index=21&list=PL2EDpZLFeQSy9mML_1sTnkrwLFvLjym_V
5 Mistakes to Avoid for Job Interviews
https://www.youtube.com/watch?v=ogSJV2IOZ6o&index=21&list=PL2EDpZLFeQSy9mML_1sTnkrwLFvLjym_V 
No Work Experience? – How to answer the question “Tell me about yourself”
https://www.youtube.com/watch?v=z40_xz20h5w 
Snagajob Youtube Channel - Great resource for informative videos on job searching and interviews
https://www.youtube.com/user/snagajob/featured 









Informational Interviews vs. Job Interviews
Background: Workforce 2020 is a great platform in which students are allowed to either learn more about an employer through an informational interview or to participate in a mock interview with different employers.  It is important for students to communicate their needs to the person with which they are interviewing.
Preparing for an Informational Interview
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‘The 17 Foundation Skills are those required of all
‘workers in the high-performance workplace of

the 215t century. They are grouped into four
clusters:

BASIC SKILLS

Readi

1. dentify relevant detais, facts, and
specification in what s being read;

2. Locate information in books and manuals,
from graphs and schedules;,

3. Find meaning of unknown or technical words
‘and phrases;

4. Judge accuracy of reports; and

5. Use computer to find information.

Writing:

1. Communicate thoughts,ideas, information,
‘and messages in writing;

2. Record information completely and accurately;

3. Create documents, including letters, manuals,
reports and graphs;

4. Check, edit, and revise documents for correct
information, appropriate emphasis, grammar,
spelling, and punctuation; and

5. Use computers to communicate information.

Mathematics:

1. Use numbers, fractions, and percentages to
solve practical problems;

2. Make reasonable estimates of arithmetic
results without calculator,

3. Use tables, graphs, diagrams, and charts to
‘oblain numerical information;,

4. Use computers to entr, retrieve, change, and
‘communicate numerical information; and

5. Use computers to communicate data, choosing
the best form to present data (e, lin or bar
‘raph, pic charts).

Speaking:

1. Organize ideas and communicate oral
‘messages appropriat tolistener and situations;

2. Select appropriate language, tone or voice,
gestures, and level of complexity appropriate
1o audience and occasion;

3. Speak clearly; ask questions when needed.

Listening:

1. Listen carefully to what a person says, noting
tone of voice and other body language to
understand content and felings being
expressed; and

2. Respond in 2 way that shows understanding of
what i said.

THINKING SKILLS

Creative Thinking:

1 Use imagination freely, combining ideas or
information in new ways; and

2. Make connections between ideas that seem
unrelated.

Problem-Solving Sk

1. Recognize problem, a gap between what is and
what should or could be;

2. Identify why it is a problem;

3. Create and implement a solution; and

4. Watch to see how well solution works and
revise if needed.

Decision Making Skill

1. Identify the goal desired in making the
decision;

2. Generate alternatives for reaching the goal;

3. Gather information about the altematives (e.g.,
from experts or books):

4. Weigh the pros and cons of each altemative:
(ice., gains/losses o yourself and others,
approvalldisapproval or self and others);

5. Make the best choice; and

6. Plan how to carry out your choice and what
‘youwill do if negative consequences occur

Visualization:

1 See a building or object by looking at a
blueprint, drawing, or sketch; and

2. Imagine how a system works by looking ata
schematic drawing.

‘Copyright © 201314 by Carr Ke Ine. All ightsreserved.
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PEOPLE

Social:

1. Show undersianding, friendliness, and respect
for the feclings of others;

2. Assert oneself appropriately, stand up for

‘yourself and your ideas in a firm, postive way:
and

3. Take an interest i what people say and why
they think and act asthey do.

Negotiation:

1. Identify common goals among different parties
in conflict and the ways they depend on cach
other,

2. Clearly present the facts and arguments of your
own position;

3. Listen to and understand other party’s position;
and

4. Create and propose possible options for
resolving the conflct, making reasonable
compromises.

Leadership

1. Communicate thoughts and feelings to justify a
position;

2. Encourage, persuade, or convince individuals
or groups;

3. Make positive use of ules (e.¢. “Robert's
Rules of Order”) or values of the organization;

4. Exhibit ability to have others believe in and
trust you due to your competence and honesty.

Teamwork:

1. Work cooperatively with others; contribute to
the group with ideas and effort;,

2. Do own share of tasks necessary to complete
project;

3. Encourage team members by listenine to them,
providing support, and offering tips for
Success, as appropriate;

4. Resolve differences for the benefits of the
team; and

5. Responsibly challenge existing procedures,
policies, or authorities

Cultural Diversity:

1. Work well with people having different ethnic,
Social, or educational backgrounds;

LLs

2. Understand the concerns of members ofother
ethnic and gender groups;

3. Base impressions on a person’s behavior, not
sercotypes;

4 Understand one’s own cultue and those of
others and how they diffr; and

5. Respecttherights of others while helping them
‘make cultural adjustments where necessary.

PERSONAL QUALITIES

Self-Esteem:

1. Understand how beliefs affect how a person
feels and acts;,

2. Listen o what you say to yourself to identify
any irmational or harmiul beliefs you may have;
and

3. Understand how to change these negative
beliefs when they occur.

Self-Management:

1. Assess your own knowledge and skills
accurately,

2. Set well-defined and realstic personal goals;
and

3. Monitor your progress toward your goals.

Responsibi

1 Give a high level of effot toward reaching
goals;

2. Work hard to become excellent at job tasks.
Pay attention to detail. Concentrate on doing
tasks well, even unpleasant ones; and

3. Display high standards of attendance, honesty,
energy, and optimism.

From Job Skills for the 21t Century: A Guide for
Students Copyright © Oryx Press, 1996.
Reproduced with permission of Greemwood.
Publishing Group.Inc., Westpor, CT.
'Downloaded with permission for non-commercial
s from The Career Key wehsite, 2013: hup:f
s carcerkey.orglasplearcer_development/
‘foundation_skills html

For more about job skill, see Career Key's new
aricle:

Be Job and Work Skill Smart

Copyright © 2013-14 by Carecr Key, Inc. All rights reserved.
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Strengths Weaknesses
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Going to a Job Interview

A Social Story
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Today we are going on a job interview. Job
interviews are very important: How | act
during the interview will determine
whether or not | get the job.
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First Step: Arrive early

| will arrive 15 minutes early: Showing up early
shows dedication and readiness.
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| will confidently smile at everyone | see in the
office. Smiling shows confidence and kindness.
Confident and kind people are hired more
often than unconfident, unkind people.




image14.jpeg
Firm Handshake

Shaking hands shows
confidence. | will give
the interviewer a firm
handshake and a smile
when | walk into the
office. If they sense
that | am confident,
they will be more likely
to hire me.
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Eye contact

| will make good eye
contact with the
interviewer. Good eye
contact is associated
with good listening: If |
give good eye contact,
the interviewer will
think that | am both a
“good listener and
responsive worker.”
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Come Prepared

| will write up examples to
share with the interviewer
prior to going to the
interview: This will make it
so that | am fully prepared
and will be able to focus all
of my energies on the
social aspect of the
interview and less on the
other aspects that may
otherwise make me
anxious.
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whar Use specific Info

| will avoid using words like

- WHY “thing” and “it” as the
| interviewer will not
| HOW understand what | am
“ : talking about. If he/she
WHERE doesn’t understand what |
am referring to, it is likely
WHO that | will not be hired.
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Share approprlate info

Although it may be tempting, | will try not to share
too much information during the interview: | will
stick to the questions asked by the interviewer.
This will make me appear competent and direct.
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Ask Questions

Asking questions about
the company and the
position will show the
interviewer that | am
really interested in the
position. It also shows
that | took time to
research their company
before arriving.
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Thank your interviewer

| will thank the
interviewer for taking
the time to meet with
me and will shake
his/her hand as | get
up to leave. | will try
to make eye contact
while shaking his/her
hand so that | appear
sincere.
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| will not linger after the interview is over. | will
thank the interviewer and leave the office.
Lingering makes most people uncomfortable. If

the interviewer is uncomfortable, he/ she will
not hire me.
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Follow Up

| will follow up two days
after the interview by
calling the interviewer
and thanking them for
their time. This will
show them that |
appreciate them and
that you are dedicated
to their company.
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