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INTRODUCTION
 

Before tutors and students can begin planning lessons, goals need to be set according 
to those expressed by the student and his/her existing level of English. Once the goals 
have been set (to gain employment, to be able to shop independently, to be able to 
communicate with their children’s teachers, etc.) then the planning can begin. 

This packet (1 of 10) has been developed to assist tutors in creating lessons that will 
help students in a practical manner in their every-day life. Life skills are listed under 
each topic or subject with ideas for practice activities. The use of real-life material, e.g. 
actual application forms, the telephone directory, the newspaper, in the lesson provides 
the student an opportunity to practice in a safe, non-threatening environment. Some 
examples of real-life material are included. 

To give the tutor and the student satisfaction that progress is being made toward the 
goals, an Achievement Log has been developed. The log is for the recording by the 
student of those accomplishments achieved beyond and outside the lesson time. It 
might be that your student can now make phone calls, help a child with homework, write 
a note or fill out an application form. An awareness of these changes will motivate your 
student to set the next goals. 

Materials for These Techniques 

Newspaper Classified Ads 
Telephone Directories 
Job Application Blanks 
Company Policy Handbooks 

3” x 5" index cards 
Colored Markers 
Post-It Notes 
Safety Signs 
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EMPLOYMENT 

Here are some life skills that can be used as the basis for a lesson with
 
suggestions for practice activities.
 

Looking for Employment:
 

1.	 Understand job sources, e.g. want ads, networking, employment agencies, 
Internet. 

Suggestions:  Discuss different occupations. Find, read, and circle examples of 
jobs in the want ads that the learner is interested in. Discuss abbreviations and 
job-related vocabulary. Discuss importance of networking. Find and discuss jobs 
posted on the Internet. Discuss how employment agencies work and where to 
find them. (See page 14). 

2.	 Understand and apply for a Social Security card. 

Suggestions:  Discuss what it is for and where to apply for it. 

3.	 Understand and apply for a green card. 

Suggestions:  Discuss what it is for and where to apply for it. 

4.	 Fill out a job application. 

Suggestions:  Collect an assortment of application forms. List important words. 
Speak and read the words. Find them on the application forms. Fill out the 
application forms. (See pages 9-12) 

5.	 Prepare a resume and cover letter. 

Suggestions:  Discuss and record what job qualifications and work experience 
the learner has and what other information is needed for a resume. Research 
appropriate type of resume for the learner’s qualifications and position. Discuss 
how to get background information from the Internet about companies 
advertising vacancies. (See page 8). 

6.	 Make a call scheduling an interview. 

Suggestions:  Role play the call. 

7.	 Understand and respond to questions in an interview. 

Suggestions:  Discuss what questions might be asked and what standards of 
behavior are expected in an interview. Role play a personal interview 
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and a phone interview. If possible, video tape the personal interview and tape 
record the phone interview for playback and discussion later. If possible, set up a 
mock interview with someone who has experience in interviewing and ask for 
his/her feedback. 

8.	 Write a thank-you letter for an interview. 

9.	 Write a follow-up letter for an interview. 

10.	 Write a letter requesting the status of a job application submitted previously. 

11.	 Understand basic computer operations. 

Suggestions:  Find out if the local library has computers for use. Discuss what 
programs are available and introduce the learner to the computer. Talk about the 
possibility of taking computer classes. 

12.	 Write and read a short work memo. 

Suggestions:  Discuss what messages the learner might have to take and read. 
Select the words that the learner might need for these messages. Practice 
writing and reading memos. 

On the job: 

1.	 Understand the American work culture, e.g. punctuality, teamwork, congeniality, 
cooperation, etc. 

2.	 Understand signs, charts, and safety procedures. 

Suggestions:  Ask the learner to observe and bring to class any forms, charts, 
and copies of signs that he/she doesn’t understand. 

3.	 Understand payroll forms, employee handbooks, company policies, union and 
employee contracts. 

Suggestions:  Read and understand the words used in employee handbooks, 
company policy statements, and employee contracts. Practice filling out a W-4 
form. (See page 13). 

4.	 Call in with an excuse for an absence. 

Suggestions:  Discuss what would be acceptable as a reason for an absence. 
Role play making the call. 
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5.	 Ask for a raise. 

Suggestions:  Discuss when it is appropriate to ask for a raise and what words to 
use. Role play the conversation. 

6.	 Arrange for time off. 

Suggestions:  Discuss when time off could be expected. Together practice the 
conversation. 

7.	 Complain about working conditions. 

Suggestions:  Discuss what would be considered reasonable working conditions. 
Practice the conversation together. 

8.	 Understand appropriate skills and education needed for improving one’s 
performance on the job. 

Suggestions:  Discuss any job-related goals that the learner might have and what 
he/she may need to do to reach these goals. 
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