Course: Agricultural Communication
Unit: (Standard 7) Students will explore careers and employment in agricultural communication.
Unit Objectives: 

A. Describe career opportunities in agricultural communication.

B. Write appropriate personal correspondence related to employment including résumés cover letters, emails, and thank you notes.

C. Explain and practice effective job interviewing skills.

Materials Needed (Equipment):

· Careers & Employment in Agricultural Communication Powerpoint
· Careers and Employment Note Packet

· Index Cards or Individual White Boards

· Career Assignment Worksheets

· Resume Worksheet 

· Computer lab for the resume & cover letter creation 

· Email Worksheets or Scenarios

· Thank you scenarios or self-made list of thank yous to be sent

· Blank Thank You notecard for each student

· Commonly Asked Interview Questions List

· Interview Wars Scoresheets 

· Job I Want Sheets for Interview Wars 

Facilities: Classroom, computer lab (needed for career assignment and creation of employment documents), space large enough to set up 12-15 “interview areas”
Interest Approach:

Careers and Employment PPT slide 3.  

Ask students to brainstorm careers they think would fall into the agricultural communications industry.  Some ideas for brainstorming format include:

· have students yell them out to a student who writes them on the board

· have students relay coming to the whiteboard and writing them down

· split students into groups and have each group write the largest list they can, then compare lists

After the list is compiled, explain the broad scope of careers in agricultural education.  (slide 4).

The US Bureau of Labor Statistics estimates that there are 22 million jobs in agriculture.  Of those jobs, an estimated 4.3 million are in agribusiness and agricultural communications. 
Objective A: Describe career opportunities in agricultural communication.

	Curriculum (Content)

(What to teach)
	Instruction (Methodology)

(How to teach)

	
What Careers are there in Agricultural Communications? 

· Broad categories of careers in agricultural communications:

· Public Relations

· Marketing

· Media 

Marketing Careers 

· Managing an agricultural product or service from development through sales

Public Relations Careers 

· Managing public opinion

· Broken down into three general categories:

· Publicity: changing and developing public opinion 

· Communications: managing client image 

· Training:  coaching others to effectively handle the press

Media Careers 

· Working in a journalistic field to investigate, analyze, and report information about agriculture

· Categories include:

· Broadcast Journalism

· Print Media

· Graphic Design


	· Careers and Employment PPT slides 5-8 with Careers and Employment Guided Notes
· Careers and Employment PPT slides 5-8 with Careers and Employment Guided Notes



Formative Assessment:
· Have students complete the Quiz on Careers and Employment PPT Slides (9-21).  

· Ideas for completion

· Have each student take the quiz on a sheet of paper

· Give each student index cards, have them label the cards A,B.C. & D.  Have them read the question, then give a signal word for the whole class to show their answers

· Label the corners of the classroom A,B.C. & D.  Show the question and have students walk to the appropriate corner when a signal word is given.
Activity: Agricultural Communications Job Search
· Assign students a career from the “Careers to Assign” Sheet

· Give each student the Agricultural Communications Job Search worksheet and access to a computer lab

· Students should gather the information on their assigned career and be prepared to share their information with the class (estimated time frame 45-60 minutes to prepare career information)
· Have students collect information on the careers in their note packet as students present.
” you will proceed to the front 
Objective B: Write appropriate personal correspondence related to employment including résumés, cover letters, emails, and thank you notes










	Curriculum (Content)

(What to teach)
	Instruction (Methodology)

(How to teach)

	
Prepare BEFORE you want employment

· Cover Letter:  formal letter of introduction

· Resume: listing of your skills and qualifications
Prepare AS you want employment

· Job application: company generated 

· Thank you letters: to those who helped in the process

· Personal summary of your professional history and qualifications

· A résumé (also spelled “resume”) includes anything a person wants to express about: 

· Career goals

· Education

· Experience

· Activities

· Honors

· General Guidelines

· Length:  Limit résumé to one typed page

· Font:  Arial or Times New Roman

· Between 10-12 point font

· Paper:  Use 8 1/2” x 11” 20 lb paper

· White, light cream, or gray

· Preliminary Resume Research 

· Find out:

· General job information

· Desired qualifications and skills

· Key values and word

· Look on:

· Company website

· Job advertisement

· Any publications about the company (magazine articles, etc.)


· Contact Information

                      Include:

                      Name

                      Address
                      Phone numbers

                      Email address 

· Objective Statements

· Two different approaches to objective statements

·  Brief and to the point

·  Detailed description of desired position and qualifications

              You must decide which approach is best 

· Education

· Beginning with the highest level of educational achievement, include:

· School attended

· Classes you took related to this position
· GPA (if 3.0 or above)

· Date of program completion information

· Work Experience

· Include positions you have held which are related, in some way, to the job you are seeking

· Can be both paid and volunteer positions

· Be creative with this section of your résumé by describing and emphasizing your experiences in the most relevant way possible.

· Activities, Honors, Volunteer Experience

· Action Verb List

· Handout available from 
http://owl.english.purdue.edu/owl/resource/543/02/
· Action phrases will help you avoid being too brief and from understating your qualifications. 


· What Is a Cover Letter? 
· A cover letter expresses interest and qualifications for a particular position
· Personal but professional
· Tailored to position/company
· Explains how you fit with organization and how you will help them
· Expands main points from your resume
· “Sells” qualifications to the prospective employer

· Header
· Make sure you address the letter to a specific person if possible (preferably the interviewer)
· First Paragraph

· Purpose:
· Get the reader’s attention
· Introduce yourself
· Explain purpose of letter
· Explain why interested in the position or the company

· Culture?

· Approach?
· Explain how you will help the organization
· Preview the rest of the letter

· Middle Paragraphs

· Highlight skills and benefits to the company
· Emphasize interest in the company
· Provide concrete evidence

· Show don’t tell (use information from resume)

· Include specific, credible examples of qualifications for the position

· Begin paragraphs with topic sentences
· Conclusion

· Conclude with next step
· Provide contact information

· Look for:

· Language:    

· Extra Tips

· Unprofessional language
· Length

· Letter should only be one page

· Strongest and most relevant qualifications should be highlighted

· Limit to a few qualifications

· Easy to read

· Begin with topic sentences

· Extra Tips

· Appeal to company values, attitudes, goals, projects, etc.
· Explain how you will help organization
· Elaborate on the information in your resume
· Provide evidence of your qualifications
· Proofread carefully for grammatical and typographical errors 


· Individual information


	· Careers and Employment PPT slide 22 with Careers and Employment Guided Notes

· Careers and Employment PPT slide 24 with Careers and Employment Guided Notes
· Careers and Employment PPT slide 25-26 with Careers and Employment Guided Notes

· Careers and Employment PPT slide 25-39 with Careers and Employment Guided Notes

Action Verbs:  Use Slide 41 and give the following example:  Is it more impressive to say “swept the floor and cleaned tables” or “created a positive and healthy atmosphere in the restaurant?” 

Activity:  break students into groups and assign the original statements.   have students come up with better “action oriented” statements for each of the statements and share with the class.  Good examples are included in the notes section of the PPT
· Careers and Employment PPT slide 42 with Careers and Employment Guided Notes

· Careers and Employment PPT slide 43-54 with Careers and Employment Guided Notes

· Careers and Employment PPT slide 43-54 with Careers and Employment Guided Notes

· Have students complete the “Resume Worksheet”



Activity: Write a Resume and Cover Letter
· Give students the resume and cover letter assignment/score sheet

· Allow students access to the computer lab and word processing program

· Have students write a current, correct, and complete resume 

· Have students write a cover letter for a position they are currently qualified for
· ***Note*** Many students may have already created a resume and/or cover letter in their English courses.  Encourage them to use this time to work on that resume and perfect it using the scoresheet provided
Objective B (cont): Write appropriate personal correspondence related to employment including résumés, cover letters, emails, and thank you notes
	Curriculum (Content)

(What to teach)
	Instruction (Methodology)

(How to teach)

	
· Approximately 294 billion email messages are sent per day!

· That means more than 2.8 million emails are sent every second and some 90 trillion emails are sent per year. 

· Around 90% of these millions and trillions of message are spam and viruses. 

· There are around 1.9 billion registered email users worldwide

· Knowing how to write a professional email is essential in today’s world

· The biggest mistake when sending a professional email is being too casual! 


· Begin with a greeting

· Formality based on your relationship with the recipient

· Thank -or- State your purpose

· The second line of the email should be a thank you for something previously done by the recipient

-OR-

·  a clear statement of the purpose for sending the email.

· Closing Remarks

· Be courteous, thank them in advance for action (“thank you for your consideration”), or give an idea of their next action (“I look forward to hearing from you”) 

· End with a Closing

· The same type of ending you would in a formal letter (i.e. Sincerely, Best regards, then include your name (even if it is in the signature line) 


·  Being TOO casual

· Not proofreading and/or spell checking

· DO BOTH!!!  

· Rambling

· Most readers will not read an email more than 12 lines long

· Having an unclear purpose

· The reader should know why the email was sent within the first 3 sentences

· Having an unprofessional signature line or address

· Your PROFESSIONAL email should be straightforward.  hotlindseybabe4@gmail.com is not nearly as likely to be taken seriously as lindseywilson42@gmail.com 

· Its ok to think that “Powerstrokes RULE!!!” not cool to have it on a professional email signature 

	· Careers and Employment PPT slide 58-59 with Careers and Employment Guided Notes

· Careers and Employment PPT slide 60-61 with Careers and Employment Guided Notes

· Careers and Employment PPT slide 62 with Careers and Employment Guided Notes

· Activity is outlined with rubric on Slide 63




Activity:  Write a Professional Email
· Option 1:  (Worksheet) 

· Give students an email scenario worksheet (there are 10 different worksheets)

· Have them complete the worksheet, writing the email by hand on the worksheet

· Option 2: (Computers) 

· Have students draw or assign them an email scenario from the Scenario Cards.  
· Guide students through the process of writing their email on the computer
Objective B (cont): Write appropriate personal correspondence related to employment including résumés, cover letters, emails, and thank you notes
	Curriculum (Content)

(What to teach)
	Instruction (Methodology)

(How to teach)

	 

· People who send thank you notes after an interview are up to 1/3 more likely to be hired – www.monster.com 

· Studies show that people who express gratitude are more likely to live longer and have better health – The Wall Street Journal

· It’s the RIGHT THING to do!!! 


· Step 1: Greet the recipient

· Step 2: Express Your Gratitude

· Step 3: Discuss Use

· Step 4: Mention the past, allude to the future

· Step 5: Grace (optional on professional thank yous)

· Step 6: Regards


	· Careers and Employment PPT slide 64 with Careers and Employment Guided Notes

· Careers and Employment PPT slides 65-70 with Careers and Employment Guided Notes




Activity:  Write a Thank You Note

· Give each student a blank thank you note card
· Have students write their card following the guidelines from the powerpoint and the scoring guide shown on slide 71

· Options for thank you note topics

· Have students draw a “thank you scenario” from the thank you list..
***OPTIONAL*** make a list of thank yous that need to be sent from your FFA chapter/class, and have students use those as their scenarios***

Objective C:  Explain and practice effective job interviewing skills

	Curriculum (Content)

(What to teach)
	Instruction (Methodology)

(How to teach)

	 

· Statistically, employers are 70% more likely to hire a less qualified candidate that interviews well than a more qualified candidate who interviews poorly. (www.forbes.com)

· Research the company

· Google the person you will interview with

· Know exactly what the position is and how you can help the company

· Make copies of resume and cover letter

· Time how long it will take you to drive to the interview
· Select the appropriate wardrobe

·  Keep jewelry to a minimum
· Dress one step nicer than the daily outfit for working in that position
· It’s ok to be professional AND yourself
· GREAT IDEAS at http://pinterest.com/panashstyle/alternative-job-interview-attire/

· Practice answering questions!!!! 

· Make sure you are ready to give the best answer to all types of questions

· Types of questions

· Direct Questions- ask for information

    What is your biggest strength?

· Scenario Questions- ask for examples 

     Tell me a time when you resolved a conflict with a coworker. 

· Questions YOU ask

     When do you anticipate making a decision? 

· Employers should not ask about any of the following, because to not hire a candidate because of any one of them is discriminatory: 

· Race 

· Color 

· Gender Association/Sexual Orientation

· Religion 

· National origin 

· Birthplace 

· Age 

· Disability 

· Marital/family status 

· Restate the question

· Ex.  If the question is: “What skills do you have?” the answer should begin with a restatement “The skills I have include . . .”

· Give enough info but don’t ramble

· The best answers are typically 15-30 seconds per question

· Use a strong voice

· Not too fast or too quiet

· Avoid filler words like “um” “aaahh” or “er”

· Use confident body language

· Maintain eye contact

· Don’t fidget

· Sit up tall 

· Be sincere 


· Arrive 10-15 minutes early

· Find a restroom and freshen up

· Turn OFF your phone 

· Even on vibrate it can disrupt the interview

· Go in calm
· SMILE
· What NOT to DO (video clip)

· First Impression 
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· Make a Connection
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·  Conclusion
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· FFA has a competition to test your ability to present yourself for a job.

· Competition includes:

· Resume scoring

· Cover letter scoring

· Initial job contact

· Job applications

· Interview and follow-up skills

· Networking activity

· Now that you have all the 

· skills required, ask your 

· ag. teacher about competing in the CDE!!! 


	· Careers and Employment PPT Slide 72

· Careers and Employment PPT Slide 73-75

· Careers and Employment PPT Slide 76 

· Careers and Employment PPT Slide 77-78 with 50 common interview questions handout

· Slide 78 has students practice asking questions with each other and giving tips to each other

· Careers and Employment PPT Slide 79

· Careers and Employment PPT Slide 80 (movie clip is embedded, but also included in supplemental materials folder)  Have students point out the Mistakes made by the interviewees

· Careers and Employment PPT Slide 81-83 (fill in table in the guided notes)

· Careers and Employment PPT Slide 84


Activity: Interview Wars (PPT Slides 85-88 will outline for students)
1. Review “Most Common Interview Questions” Handout the Interview Wars Scorecards.  Have each person write down 5 solid interview questions that they can ask when interviewing their classmates on the back of their interview scorecard.  Perhaps select some students to share and evaluate some of the questions as a class

2. Have students split into two teams (Team A and Team B)

3. Split each team into two groups (group 1 and group 2)  Group 1 will conduct interviews first, Group 2 will be interviewed first (this splits each of your two groups in half, leaving four groups)
4. Have the students write their Team and Group Assignment (ex. A1 or B2) on their interview scorecard

5. Have the #1s  each set up an interview area around the perimeter of the room (two chairs facing each other)  

6. Prior to each interview, have the students hand the next person to interview them their “Job I Want” paper.   Give the members of group 1 two minutes to prepare for the interview

(hint:  It may be helpful to have a common “holding area” for those who are waiting to interview or who have finished an interview)

7. Have the #2s on each team rotate through interviewing with each of the #1s on their same Team (A or B).  Those in group 1 will score each of the people from their team that they interview on the scorecard

8. After round one, collect the scorecards from #1s and average the total score for each individual. (hint: this is easy to do with an excel spreadsheet, and depending on the number of students should only take 3-5 minutes)

9. Repeat the process for round two, having the #2s on each team interview each of the #1s

10. Collect the score cards and average the scores for each individual  

11. Determine the highest average score from each of the two teams.  These are the “winners” and go on to the final round.

12. Redistribute new scorecards so that the class can score the final round

13. To prepare for the final round, have the winner from Team A and the winner from Team B step into the hall.  As a class, discuss which 5 questions you are going to ask each of the finalists.  Have the students come in, one at a time, and designate one person to ask them the questions, while the rest of the class watches and scores them using the scorecard.

14. After the final round is complete, collect the scorecards and average the scores for each of the finalists to determine a winner. 

(hint: it may work out best to have the final round at the end of the class period, so that you can tally scores and announce the winner the next class day)

Evaluation:  

Project Based Assessments:  Completed as activities through the unit

· Careers Assignment

· Cover Letter 

· Resume

· Writing a Proper Email Activity

· Thank you note scenario

· Interview Wars

*** Note: This unit functions on a large number of formative and project based assessments, and may, at your discretion, not need to have a comprehensive summative assessment given*** 
References:

Resumes & Cover Letters

· owl.english.purdue.edu
Interviewing Skills

· www.ffa.org
Thank you notes

· http://www.themorningnews.org/archives/how_to/how_to_write_a_thankyou_note.php
Meets USOE Standards and Objectives:

What careers are available in agricultural communications?





What Questions Cannot be asked in an Interview?





How Do I Answer an Interview Question?





What Should You Do Prior to the Interview?





How do I write a great thank you note?





What documents do you need to gain employment?





What are the biggest email mistakes?





How do I Send A Proper email?





Why is Writing a Professional Email Important?








What Should You Do the Day of the Interview?





CDE Moment- Job Interview





What Should You Do DURING the Interview?





Why should I write thank you notes?





What Should I Include in My Cover Letter and Resume???





What is included in a Cover Letter?





What is a Cover Letter?











What is a Resume?





What should I include in a resume?





Why are interview skills important?








