
Week of 
April 20, 2020 to April 24, 2020 
 

Monday Tuesday Wednesday Thursday Friday 

04/20/2020 04/21/2020 04/22/2020 04/23/2020 04/24/2020 

Exploring Professional Opportunities 

Read pages 148 -151 Case Study - Ethics in Action SMART Goals 

 
 
 

Week of  
April 27, 2020 to May 1, 2020 
 

Monday Tuesday Wednesday Thursday Friday 

04/27/2020 04/28/2020 04/28/2020 04/30/2020 05/01/2020 

Exploring Professional Opportunities 

Job Opportunity Worksheet Create Informal Presentation reporting findings on comparing career 
opportunities 
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FIGURE 11.2

Basic Skills Interpersonal Skills Intrapersonal Skills

• Reading 

• Writing

• Speaking 

• Listening

• Technology

• Leadership

• Teamwork

• Collaboration

• Communication

• Personable

• Critical Thinking

• Problem-solving and Initiative

• Honesty

• Time-management

• Integrity
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Employment Planning
Applying for employment typically happens either in person or online. Exploring in-
person opportunities means that you hand deliver your credentials to the employer, 
while applying online may ask you to upload documents or complete online forms 
to show how you are qualified for a job. Review Chapter 12 for more information on 
applying in person and online, and what documents you will be expected to present. 

When seeking employment, it is important to evaluate your skill set, which means 
to determine the significance, worth, or condition by careful appraisal. Some of the 
questions you could ask yourself are:

 z Can you type for an office position? 

 z Do you have any automotive experience to work as a mechanic?

 z Are you skilled at technology for a web design job? 

You should also consider your interests. Answering some of the following questions 
can narrow your search when you start applying for positions. 

 z Would you enjoy cooking at a restaurant? 

 z If you like to read, could you see yourself working at a bookstore?  

 z Would you rather work a job such as a landscaper so you could be outside all 
day or would you prefer working indoors at an office job?

Depending on the position, most employers would like employees to have some 
basic, interpersonal, and intrapersonal skills. Basic skills are the skills necessary to be 
an active participant in society. Intrapersonal skills are skills that occur in one’s self, 
such as our honesty and integrity. Interpersonal skills refer to how you interact with 
other people. Review Figure 11.2 for examples of basic, interpersonal, and intrapersonal 
skills needed for employment.
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After evaluating your skills and interests, the next step in employment planning is to 
develop a goal. One way to do this is to make SMART goals. Recall from Chapter 5 that 
SMART goals are specific, measurable, achievable, realistic, and timely. Review Figure 11.3 
for an example of a career planning SMART goal.

FIGURE 11.3

Smart Goal Examples

S (Specific) I want to own my own lawn care business.

M (Measurable) I will have at least four jobs lined up in four weeks.

A (Achievable) I have spoken to six people who showed interest in my service. 

R (Realistic) I have half of the money saved for the tractor already.

T (Timely) With extra money I earn tutoring, I will have the rest of the money for 
the tractor in one month.

Classes
Many online programs offer high school classes for credit that might not be 
available at your high school. Some programs allow you to duel enroll, which 
means you can earn college credit while still in high school. You can get a 
jumpstart on your career by taking initiative and finding classes that align with your 
career ambitions.

Extracurricular Activities
Participating in clubs, organizations, and activities that relate to your career 
interests is helpful in developing the skill sets needed for employment. For 
instance, if you are interested in becoming a videographer, you may consider 
getting involved with your school’s film club—or starting one if your school does 
not already have one.

Volunteer
Volunteering can help prepare you for employment by providing valuable 
opportunities to hone your communication skills while gaining experience in areas 
that interest you. If you have an interest in fitness and nutrition, for example, you 
could volunteer at community gardens, soup kitchens, and food pantries to gain 
practical experience. 
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Work Experience
Seeking entry-level employment in a field that interests you is one way to begin 
planning for a future career. Employment opportunities are work experiences 
you gain while building your professional skills. If you want to become a teacher 
someday, you could seek out employment opportunities such as working in an 
after-school program or daycare and by babysitting.  

Training
Training can come in a variety of formats. Community education classes are often 
offered to help individuals build enrichment skills. Internships, which are short-
term work experiences designed for students, are available for those who want 
to gain on-the-job experience. An apprenticeship may also be valuable training 
depending on the type of career you want to pursue. Apprentices learn by practical 
experience under skilled workers in a trade. A person desiring to be a plumber, 
for example, would apprentice with a skilled plumber to gain practical work 
experience. A final option for training includes the military, which can help train 
you in technical skills applicable to civilian life. Figure 11.4 provides examples of 
ways to investigate a particular career interest you have.  

Interest High School 
Classes

Extracurricular 
Activities

Volunteer Work Experience Training

Gardens Plant Science Future Farmers of 
America

Community garden Home Depot 
garden section

Community 
education class

Medical  Field Biology, Anatomy Science Club Local hospital Nursing home Summer intern 
program

FIGURE 11.4

CareerConnections

Information Technology
Careers in information technology build linkages in IT occupations for entry level, 
technical, and professional careers related to the design, development, support, and 
management of hardware, software, multimedia, and systems integration services.

Communication is important to information technology careers because it requires 
ongoing communication with customers, collaboration with team members, and 
the ability to explain complex technological concepts. Careers in the information 
technology cluster include technical writers, technical support specialists, web 
developers, and computer engineers.
Source: www.careertech.org



Job Criteria Option 1

Cashier at Westview 
Grocery

Option 2

Barista at Red Raven 
Coffee Shop

Option 3

Office Assistant at 
McLane Accounting

How will I contribute 
value?

I will scan and bag items, 
handle money, and process 
credit card transactions.

I will provide excellent 
customer service as well 
as prepare and serve a 
variety of coffee drinks.

I will file and perform 
tasks for my coworkers 
while learning about daily 
accounting activities.

What opportunities are 
there for advancement?

Working as a cashier can 
be a stepping stone for 
other careers in retail.

There are few advancement 
opportunities, but 
management positions are 
possible.

None, but I could be 
offered a part-time or 
full-time position with 
the company later.

How do my 
qualifications, education, 
and experience match 
the job opening?

I am good with numbers 
and can balance the 
register easily.

I have no experience 
making different coffee 
drinks.

I am currently an 
accounting student with 
an interest in pursuing 
finance as a career.

How will the job help 
prepare me for future 
career goals?

It will give me experience 
working with and handling 
money, but not specifically 
with accounting.

It will give me experience 
with handling customers, 
but not specifically with 
accounting.

It will help build my 
resume by giving me 
experience with an actual 
accounting company.
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Finding Employment
Once you decide on an employment area that interests you, it is beneficial to research 
that field. For example, if you want to work with flowers, do you want to work at 
a florist shop or a greenhouse? Each provides a different experience. Researching 
what each experience will be like will help you assess which type of job to further 
investigate. After determining the type of job experience you are seeking, the next 
step in finding employment is to research job openings. One of the most successful 
ways to find the right employment is through word of mouth. If you make it known 
to your friends and family what you are looking for, they may know someone who 
can help. This process is called networking, and it is the cultivation of productive 
relationships for employment or business. 

In addition to networking, you can also utilize online research. Many websites host 
thousands of available jobs for people to browse, such as Monster.com, Indeed.com, 
LinkedIn.com, and Snagajob.com. Visiting the US Department of Labor’s website will 
help you gather research on salaries, employment trends, and occupational duties. Be 
sure to review the Occupational Outlook Handbook provided by the Bureau of Labor 
Statistics. It provides comprehensive career information on duties, education and 
training, pay, and outlook for hundreds of occupations. 

Once you conduct employment research and identify job openings, you must decide 
which job is the best fit. It is helpful to complete a job opportunity worksheet—shown 
in Figure 11.5—to evaluate the employment opportunities available to you.

FIGURE 11.5



Exploring Professional Opportunities 

Case Study - Ethics in Action 
Instructions 
 

Review the Case Study: Ethics in Action, about a woman interested in pursuing work at 
a flower shop. 
 
 

 
Source: B. E. Publishing 

 
After reviewing the Case Study, write a 350 word essay about how the applicant 
approached the process of gaining career experience, including the answer to the 
following questions: 
 
 
 

1. What about herself should Jane have evaluated before looking for a specific job? 
 

2. What should Jane have researched before she went to the flower shop? 
 

3. What should Jane have prepared before she looked into any specific position? 
 

4. How could Jane investigate places in her area that were hiring for the type of 
position she wants? 
 

5. What training, education, and certifications should Jane consider? 
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Exploring Professional Opportunities 

SMART Goals 
Instructions 
 

To successfully find the job you want, create a goal. Pick one career interest you have 
and create your own SMART goal and career plan using the template below. 
 
Determine the specific, measurable, achievable, realistic, and timely elements of your 
goal. (See Figure 11.3 on page 149 of the reading.) 
 

S(pecific) 

 
 
 
 
 
 

M(easurable) 

 
 
 
 
 
 

A(chievable) 

 
 
 
 
 
 

R(ealistic) 

 
 
 
 
 
 

T(imely) 

 
 
 
 
 
 

Source: B.E. Publishing 

 
Professional Communications ~ Mrs. Hatton ~ Room 28 ~ Woodville High School 



Exploring Professional Opportunities 
Job Opportunity Worksheet 
Instructions 
 

● Preparing for employment can take time. Pick an area of employment you are interested in 
learning about. Explore what opportunities are available in education and certificates within this 
field. 
 

● Compare the employment opportunities you discover using the information in the table below. 
(See Figure 11.5 on page 151 of the reading.) 
 

 

Job Criteria Employment 
Option 1 

Employment 
Option 2 

Employment 
Option 3 

    

How willI contribute 
value? 
 
 
 

 
 

  

What opportunities are 
there for advancement? 
 
 
 

   

How do my 
qualifications, education, 
and experience match 
the job opening? 
 

   

How will the job help 
prepare me for future 
career goals? 
 
 

   

Source: B.E. Publishing 
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Exploring Professional Opportunities 

Job Opportunity Informal Presentation 
Instructions 
 
After comparing employment opportunities, create an informal presentation to share your 
Findings with a visual aid and verbal dialogue. 
 
Clearly identify the following points in your presentation: 
• The education, training, or certification you need for this type of employment 
• The skills needed for this job 
• The results of a job search (find actual positions open on a job site or advertised 
somewhere) 
 
These are the options for your presentation with visual aid and verbal dialogue. 
 
How can I create a presentation? 

● Paper and colored pencils, markers or crayons 
● Google Slides 
● Google Docs 
● Powerpoint 

 
What can I use to record my presentation? 

● Vocaroo - on any internet browser for computer, ios device, android device 
● Voice Memo - Apple’s built-in audio recorder app 
● Easy Voice Recorder - free app to download 
● Recording feature in Google Slides 

 
What if I cannot record the verbal portion of the presentation? 

● Write it out on paper with pencil/pen to turn in physically with the other papers required in 
this packet.  

 
 

Minimum 500 words = 1 page single spaced, 12 pt, Arial = 2 page double spaced, 12pf, Arial = 
about 2-4 pages long (4 pages if your writing is colossal) 
 
 
 

BE PROFESSIONAL  

IN YOUR ENTIRE PRESENTATION! 
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