TEACHER'S NAME: Matt Kennedy
REEP LEVEL(s): 200-250
LIFESKILLS UNIT: Work and Technology
LESSON OBJECTIVE: Fill out job application.
TECHNOLOGY INTEGRATION (if any):
LANGUAGE SKILLS TARGETED IN THIS LESSON (X all that apply):
__x__ Speaking

__x__ Listening

__x__ Reading

__x__Writing

ESTIMATED TIME: 2 - 4hrs.
RESOURCES AND MATERIALS NEEDED: Some of the materials have a level 250 version which
can be used if appropriate. Unless indicated, it’s appropriate to level 200.









File: roger hansen.doc
File: roger hansen 250.doc
File: JOB APPLICATION.doc (make two front/back copies)
FICTION 1.doc (two pages to be copied double sided with questions on back)
File: FICTION 2.doc (two pages to be copied double sided with questions on back)
File: FICTION 1 250.doc (two pages to be copied double sided with questions on back)
File: FICTION 2 250.doc (two pages to be copied double sided with questions on back)
File: QUESTION GRID.doc

LESSON PLAN AND TEACHER’S NOTES
Prerequisite: Students should have covered following work unit objectives:
Level 200: 1. Given visuals of occupations, match job titles, duties, locations, tools. 5. Ask and
Answer questions about past/present jobs.
Level 250: 1. Ask and answer questions about jobs. Categorize jobs. 4. Ask/answer questions about
job experience, job preferences and career plans.
Motivation/Background Building:
1. Write “Job Application” on the board and discuss what this is to gauge prior knowledge.
2. Put students into groups of two (cross ability preferred) and write 6 things that you need to write on
a job application. 5 minutes or so.
3. Have groups share what they have thought of and write on board.
4. Make 5 columns (A-E) on the board with the following headings:
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A. Personal Information
B. Job you are applying for
C. Education
D. Skills
E. Work Experience
5. Hand out Roger Hansen slips. Read each statement and class. Scan for understanding. Have
class tell me under which heading each statement belongs.
Presentation:
1.Hand out FICTION 1.doc and have students read. Make sure students are in cross ability groups of
two. Do a read / repeat with the students for pronunciation practice and answer questions.
2. Have one student flip his/her sheet to the questions on the back. Ask the questions from the back
of the sheet and elicit responses.
3. Have students ask each other the questions from the back of the sheet.
4. Place transparency of Job Application on overhead with only one portion visible at a time. Go
through vocabulary of each portion with students. Elicit appropriate info from each respective portion
of the fictional story. Continue this portion by portion until application is complete.
Management tip: You may hand out blank job application at the beginning of step 4 and have
students complete it as you complete it on the board. OR you could wait and have students complete
it subsequently (step 5) Another consideration would be to hand out application halfway through
completion if you feel students are ready.
5. Hand out Job application to students and have students complete app themselves using info from
fictional story one. You may leave your overhead visible so lower students can use it as an aid.
Students will also be in cross ability pairings and should be encouraged to seek assistance from the
partner too. Students should check each other’s paper.

Practice:
1. Hand out FICTION 2.
2. Students should read independently.
3. Read story together for pronunciation and scan for questions.
4. Students should ask each other questions on back of FICTION 2.
5. Ask the questions subsequently if you wish to check for comprehension.
6. Students complete second job application using story.
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7. Students correct each other’s app.
8. Teacher may put up another blank transparency and complete it using FICTION 2 soliciting help
from students.
Application and Evaluation:
1. Hand out Question Grid. Students will complete question grid first for themselves and then will
interview partner and complete partner’s portion.
2. Student will transfer information from question grid to application for themselves and partner.
3. Tell students to save application and bring it back the next day for use in the computer lab.
Extension Activities for the Classroom and Beyond: Complete job application online.
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200-250 Online Job Application, Part 2 …
TEACHER'S NAME: Matt Kennedy
REEP LEVEL(s):

200 / 250

LIFESKILLS UNIT: Work and Technology
LESSON OBJECTIVE: Complete an online job application
TECHNOLOGY INTEGRATION (if any): computers, Internet
LANGUAGE SKILLS TARGETED IN THIS LESSON (X all that apply):
__x_ Speaking

__x__ Listening

__x__ Reading

__x__Writing

ESTIMATED TIME: 60 min in class, 60 min lab.
Prerequisites to consider:
1. As an excellent review, or maybe for first time exposure, check out the 100-150_Navigation lesson
plan. This is designed to be done with 30 min classroom time and an entire 60 min lab period. Being
this lesson requires navigation to the online job application, it would be very helpful to students to
have a refresher sometime prior to this lesson.
2. Also consider the keyboarding and Microsoft Word introduction from Donna Moss’s 100-150 Word
Processing Lessons and Activities. Being the online job application will involve a lot of typing, tabbing,
capitalization, etc., it would be helpful to use this prior as an intro or refresher.
Enabling technology skills: Basic Computer Skills 1-4. Word Processing Skills 5-9. Internet Nav
skills: 10-14.
RESOURCES AND MATERIALS NEEDED: Job Applications completed from previous class period.
Have some blank applications too, fictional stories 1 and 2, Traditional vs Modern Job Search
handouts (1 per group of 4 students)





File: TRADITIONAL VS MODERN JOB SEARCH GRAPHIC.ppt
File: JOB APPLICATION.doc
File: FICTION 1.doc
File: FICTION 2.doc

LESSON PLAN AND TEACHER’S NOTES
Motivation/Background Building:
(In the classroom before computer lab)
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1. Put students into groups of 4, preferably tech cross ability.
Management tip: To determine tech cross ability groups, write the question: “How often do you use a
computer?” Under the question, write four columns headed with “always, sometimes, rarely, never.”
Have students go the the board and write their first name in the column which accurately reflects their
computer experience. Perhaps before sending the students to the board, discuss when it would be
appropriate to choose, for example, “always” vs “ sometimes” Perhaps you could ask students if they
have computers in the home and if they use them 3-4 times weekly. This could be an example of
always. Students who don’t have computers in their home or work place could put their name under
rarely or never. Once this is done, put students in groups of 4, ideally the groups would have one of
each: always, sometimes, rarely, never.
2. Hand out Traditional vs. Modern Job Search.
3. Ask students to discuss the differences between the two for 10 minutes.
4. Discuss differences, advantages, disadvantages as a class and write them on the board.
5. Explain that today we will complete a job application on the computer by going to it on the internet.
Explain that businesses have addresses on the internet called URLs and today, we’ll visit a URL to
find a job application.
6. Remind students that they have already completed a job application in class. Have students pull
out the application from the previous class and the Fiction 1 and Fiction 2.
Management tip: To save on lab time, if your class room has the capabilities (image projector
connected to online computer in order to project web onto wall for students’ viewing), you could
navigate to URL where you’ll find the fillable job application. Demonstrate typing in the URL, opening
the fillable job application and completing some or all of the form using FICTION 1.doc
Presentation:
(In computer lab)
Management tip: Prior to lab, discuss the possibility of saving students work in a folder created for
the students. If this is not an option, perhaps a memory stick could be used.
1. Demonstrate navigation to URL, opening job application, and completing a portion of the
application before students start. Also demonstrate how to save the application.
Practice:
1. Students navigate to the URL that has the online job application.
Management tip: Ask the higher level students to assist lower level with navigation to the URL.
2. Have students pull out FICTION 1.doc and begin completing job app. Have extra FICTION 1.doc
in case some students don’t have one.
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3. Students may save and print application.
Application:
1. Students complete second application with their own information. Remind students that they did
this during the previous class period and can simply type their answers into the fillable online
application. Students can print and save their applications. They can compare their online app to the
hand completed application.
Management tip: If some students finish early, have them help other students.
Extension activity for the classroom and beyond:
Activity one:
1. Students can navigate to : http://web-esl.com/pages/jobs.html
2. Students can complete: “Job applications,” and “Filling in a job application.”
Activity two:
Students bring a sample job application from the community and groups of 3 cross-ability choose one
to review together and complete for one student’s information. Then repeat the same application
information for a different student in the group. Have the highest level student lead this activity and
have the lowest level student echo the responses. Field questions and concerns.
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-------------------------------------------

-------------------------------------------

1. My name is Roger Hansen.

1. My name is Roger Hansen.

2. I can use a computer.

2. I can use a computer.

3. I was an administrative assistant.

3. I was an administrative assistant.

4. I graduated from Arlington High School in 1990.

4. I graduated from Arlington High School in 1990.

5. My cell phone number is 703-778-0099.

5. My cell phone number is 703-778-0099.

6. I am applying for the office manager job.

6. I am applying for the office manager job.

7. I can manage employees.

7. I can manage employees.

8. I can speak English and Russian.

8. I can speak English and Russian.

9. I worked at the Russian embassy from 2000 to 2004.

9. I worked at the Russian embassy from 2000 to 2004.

10. My address is 2039 S. Glebe Rd., Arlington, VA 22204.

10. My address is 2039 S. Glebe Rd., Arlington, VA 22204.

11. I supervised three employees at the Russian Embassy.

11. I supervised three employees at the Russian Embassy.
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My name is Roger Hansen. I can use a computer. I was an administrative assistant. I graduated from
Arlington High School in 1990. My cell phone number is 703-778-0099. I am applying for the office manager
job. I can manage employees. I can speak English and Russian. I worked at the Russian embassy from 2000
to 2004. My address is 2039 S. Glebe Rd., Arlington, VA 22204. I supervised three employees at the Russian
Embassy.

My name is Roger Hansen. I can use a computer. I was an administrative assistant. I graduated from
Arlington High School in 1990. My cell phone number is 703-778-0099. I am applying for the office manager
job. I can manage employees. I can speak English and Russian. I worked at the Russian embassy from 2000
to 2004. My address is 2039 S. Glebe Rd., Arlington, VA 22204. I supervised three employees at the Russian
Embassy.

My name is Roger Hansen. I can use a computer. I was an administrative assistant. I graduated from
Arlington High School in 1990. My cell phone number is 703-778-0099. I am applying for the office manager
job. I can manage employees. I can speak English and Russian. I worked at the Russian embassy from 2000
to 2004. My address is 2039 S. Glebe Rd., Arlington, VA 22204. I supervised three employees at the Russian
Embassy.

My name is Roger Hansen. I can use a computer. I was an administrative assistant. I graduated from
Arlington High School in 1990. My cell phone number is 703-778-0099. I am applying for the office manager
job. I can manage employees. I can speak English and Russian. I worked at the Russian embassy from 2000
to 2004. My address is 2039 S. Glebe Rd., Arlington, VA 22204. I supervised three employees at the Russian
Embassy.

My name is Roger Hansen. I can use a computer. I was an administrative assistant. I graduated from
Arlington High School in 1990. My cell phone number is 703-778-0099. I am applying for the office manager
job. I can manage employees. I can speak English and Russian. I worked at the Russian embassy from 2000
to 2004. My address is 2039 S. Glebe Rd., Arlington, VA 22204. I supervised three employees at the Russian
Embassy.
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PERSONAL INFORMATION
My name is Lisa Ann Smith. I live at 1946 Columbia Pike #34, Arlington, VA 22204. My cell phone number is 703-555-8787.
My e-mail is lsmith3467@hotmail.com.
JOB I AM APPLYING FOR
I am applying for the cashier job. I can start immediately. I will accept all shifts. I am not currently employed.
EDUCATION
I graduated from high school. I got special training in customer service from January 2007 to May 2007.
I can make change. I can do customer service very well. I can speak Spanish and English.
WORK EXPERIENCE
I worked at Giant Foods in Arlington from 2001 to 2008. I was a cashier. I operated the cash register and bagged groceries.
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PERSONAL INFORMATION
1. What is her last name?
2. What is her first name?
3. What is her middle initial?
4. What is her address?
5. What is her cell phone number?
6. What is her email?
JOB I AM APPLYING FOR
7. What job is she applying for?
8. When can she start?
9. What shifts will she accept?
10. Is she currently working?
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EDUCATION
11. Did she graduate from high school?
12. What special training did she get?
13. What are her skills?
WORK EXPERIENCE
14. What is her work experience?
15. What was her title?
16. What tasks did she perform?
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PERSONAL INFORMATION
My name is William Edward Johnson. I live at 789 S. Glebe Rd. Arlington, VA 22204. My
home phone number is 703-553-9864. My cell phone number is 703-679-7892. My e-mail is
wejohnson2001@gmail.com.
JOB I AM APPLYING FOR
I am applying for the drywall installer job. I can start in two weeks. I will accept full time,
weekday shifts. I can’t work on the weekends. I am not currently employed.
EDUCATION
I didn’t graduate from high school, but I passed the GED. I got special training in blue print reading in Alexandra, VA
from November 2008 to March 2009. I can install drywall. I can install ceiling tiles. I can read blueprints. I can tape
and plaster. I can make a cost estimate.
WORK EXPERIENCE
I worked for JJK Contruction Company in Baltimore, MD from 2003 to 2006. I was an assistant. I carried materials and
cleaned up.
I worked for Davis contractors from 2006 to July 2011. I was a drywall installer. I installed drywall. I installed ceiling
tiles. I read blueprints. I taped. I plastered. I made cost estimates.
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10. Is he currently working?
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My name is Lisa Ann Smith. I live at 1946 Columbia Pike #34, Arlington, VA 22204. My cell phone number is 703-5558787. My e-mail is lsmith3467@hotmail.com.
I am applying for the cashier job. I can start immediately. I will accept all shifts. I am not currently employed.
I graduated from high school. I got special training in customer service from January 2007 to May 2007.
I can make change. I can do customer service very well. I can speak Spanish and English.
I worked at Giant Foods in Arlington from 2001 to 2008. I was a cashier. I operated the cash register and bagged
groceries.
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My name is William Edward Johnson. I live at 789 S. Glebe Rd. Arlington, VA 22204. My
home phone number is 703-553-9864. My cell phone number is 703-679-7892. My e-mail is
wejohnson2001@gmail.com.
I am applying for the drywall installer job. I can start in two weeks. I will accept full time,
weekday shifts. I can’t work on the weekends. I am not currently employed.
I didn’t graduate from high school, but I passed the GED. I got special training in blue print reading in Alexandra, VA
from November 2008 to March 2009. I can install drywall. I can install ceiling tiles. I can read blueprints. I can tape
and plaster. I can make a cost estimate.
I worked for JJK Contruction Company in Baltimore, MD from 2003 to 2006. I was an assistant. I carried materials and
cleaned up.
I worked for Davis contractors from 2006 to July 2011. I was a drywall installer. I installed drywall. I installed ceiling
tiles. I read blueprints. I taped. I plastered. I made cost estimates.
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Instructions: First, write your answers under “Me.” Second, ask your partner the questions and write his/her answers under “My
partner.”
Question
1. What’s your first name?

A. Me

B. My partner

2. What’s your middle initial?
3. What is your last name?
4. What’s your address?
5. What’s your home
telephone number?
6. What’s your cell phone
number?
7. What’s your email?
8. What job are you applying
for?
9. When can you start?
10. What shifts will you
accept?
11. Are you currently
employed?
12. Did you graduate from
high school or pass the GED?
13. Did you do to the
university, get special training
or other education?
14. Do you have any licenses
or certificates?
15. What are your skills?

16. What is your work
experience?

17. What tasks did you
perform?
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