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	Step
	Plan

	Grade Level

	9th – 12th

	Professional-Technical Area
	Careers/IOT

	Subject Area
(Ex. Reading, Language, Mathematics)

	Reading
Communication

	Idaho Achievement Standards Addressed

	752.04.b – Locating Information
752.01.a – Synonyms, antonyms, homonyms

752.01.a – Contextual Meaning

	Lesson Title

	Knowledge of Communication in the Business World

	Lesson Overview

	Students will learn about the different forms of communication in the world of work and also how to be more successful at communicating with others.

	Learning Objectives

	Upon successful completion of this lesson the student will be able to:
· Better understand the communication process
· Know the parts of the business letter and successfully write a business letter.

· Know the steps to giving a speech

	Assessment of Objectives
	1. Complete the Interactive Cloze Worksheet before beginning reading of the chapter, and then also complete the worksheet with correct vocabulary terms
2. Write a letter to a business asking for information on different careers.

3. Test on the chapter

	Time Allotment & Materials List
	Time:  1 class period for reading, 2 class periods for letter writing activity, 1 class period for lecture, 1 class period for test
Materials:  

Interactive Cloze worksheet create for the chapter (See below)
Sample Business Letter (See below)
Computer

Internet


	Lesson Plan
	1. Determine students’ prior knowledge or awareness about communication by having them do the Interactive Cloze Worksheet on their own, and then comparing the answers with a partner.  
2. Have the students read the text and write the correct vocabulary words in on the Interactive Cloze worksheet.  Then go over it as a class. 

3. Give examples of business letters and ask students to write down reasons they might write a business letter.  Then give out the rubric and instruction sheet on career information letter.  Give the students an hour to complete a business letter to a business of their choice to ask for information about their career opportunities.  They will need to find the address of the different companies on the Internet, and then type the letter.

4. Send copies of letters home with different students and have them proofread the letters.  Then return them to the writer so they can edit them.
5. Have students complete a study guide using the text and lecture materials to prepare for their exam.
6. Formal assessment.  



	Resources
	Chapter 19  in “Learning for Earning” textbook.  
http://search.bbb.org/ - place to search for business addresses on Internet


Name________________________Date_______________Period_________

Directions:  Fill in the blanks in the paragraphs with words that you think fit best.

Interactive Cloze for Chapter 19

Objective:  

1. Define the communication process

2. Define the parts of the business letter

3. Define a listener and give examples of bad listeners

4. Know the two types of Communication

Key Terms
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Name________________________Date_______________Period_________

Directions:  Fill in the blanks in the paragraphs with words that you think fit best.

THE PARTS OF COMMUNICATION:

Communication occurs with the ________________ telling their __________________ to the ___________________, which is the person who is listening.  The ______________________ is given back to the person who sent the first communication.

THE BUSINESS LETTER:

The parts of a business letter begin with the ___________________ address, which has the sender’s address.  The ___________________ is the person you are writing to.  The ___________________ is your formal beginning to the letter; this is followed by the _________________, which is the meat of your letter.  The ___________________ is your conclusion to the letter.  Then you will sign the letter with your typed name.

LISTENING:

_________________ and listening are often words that are interchanged, but they don’t mean the same thing.  To listen you must be a ___________________ listener who is paying attention to the message being sent.   Reasons why we don’t listen vary, but some of the common reasons are easily identified through 6 different characteristics.  The ____________________ let their minds drift and they don’t concentrate on the speaker.  The ________________________ are more concerned with what the speaker looks like than what they are saying and miss the message sent.  The __________________________ are trying to write everything down and often times miss main ideas.  The ________________________ will disagree with the speaker and are trying to come up with ways to argue with the speaker and will not listen.  The ________________ listener is one that listens to each word and becomes attached in a personal way to the words not the message.  Finally the _______________ seeker tries to memorize the facts and concentrate on the small details not the big picture.

Name________________________Date_______________Period_________

Directions:  Fill in the blanks in the paragraphs with words that you think fit best.

TYPES OF COMMUNICATION:

There are two types of communication.  The first and most common type of communication is ____________________, which involves using words.  The second type, __________________ communication, doesn’t use words and is often forgotten when communication is discussed.  The first type may include _______________ speaking or talking to a group and is often times hard for many people but one of the most marketable skills in the world of work.  The second type of communication includes __________   ______________________, which will tell others how you feel or what you are thinking, when you aren’t even speaking.  Both types of communication are very important to the work environment and are important for messages to reach receivers successfully.

SAMPLE BUSINESS LETTER

1114 9th Avenue

Lewiston, Idaho 83501

November 20, 2006
Nike World Headquarters

One Bowerman Drive

Beaverton, OR  97005

Dear Nike Corporation:


We are contacting your company for information on job availability.  We are currently students in Individualized Occupational Training class at Lewiston High School.  In this class we research careers we would like to have in the future.  We would like to know what kinds of jobs your company has to offer.  

We are interested in job titles and the requirements for that job.  We would also like to have information on job duties and working environment for these jobs.  If you have the current approximate working hours and salaries for those currently holding these jobs that would also be helpful in our research.  To help in our research project it would be useful to receive as much information as possible from your company. 

It would be highly appreciated if we receive a return letter with this information so if we have questions we can contact someone at your company directly.  Thank you for taking time to help us in our career research.

Sincerely,

Bob Hello

Jim Goodbye

Letter Writing 
ASSIGNMENT

· Chose a partner to work with.  
· Write a letter to any company of choice to ask for information on careers in their company.

· You need to have a handwritten letter finished by the end of the hour, and you will have time to type tomorrow.

· You need to ask for some of the following information:

· Careers

· Career Expectations

· Wages

· Number of Job Opportunities

· Locations of stores

· Any other information you may want on careers.

