Lesson Plans and Vocabulary

1. Go over the vocabulary with the students 

2. Handout the terms to your students

3. Have the students complete the activities an quizzes on the following web site http://www.quia.com/pages/rsweigert/gernentz
4. Make sure that they print out the activity or quiz and hand in the completed version of the assignments 

5. Have the student watch the videos 

Post-Secondary Vocabulary
	A
	B

	post-secondary
	after high school

	college
	an institution for 4 year degrees

	technical school
	an institution for technical training

	university
	a collection of professional colleges

	community college
	an institution for 2 year degrees

	major
	area of education

	accredited
	credits transfer from one to another

	tuition
	money paid to attend

	costs
	money paid to live/complete work

	reputation
	what other people think of it

	environment
	who, what, where

	goals
	what you are aiming for

	admissions
	how to get in

	scores
	ACT or SAT

	career
	your lifetime work choice

	on-the-job
	starting straight to work

	apprenticeship
	a paid shadow of a worker


Job Searching Terms

	A
	B

	ability
	a skill that has been developed

	applicant
	one who seeks employment

	application
	form one completes for a business

	attitude
	way which one acts and feels about people, things, ideas

	career
	work done over a period of time

	employee
	one hired by another

	employer
	one who hires another usually for pay

	fringe benefits
	goods and/or services a business provides for employees besides wages

	hiring
	beginning of employment

	interview
	meeting of employer & applicant for evaluation and questioning

	job
	a collection of tasks or duties done to earn a living

	raise
	a pay increase

	references
	people who will speak in another's behalf

	resume
	a personal data sheet

	salary
	a fixed amount of pay for a certain period of time

	seniority
	employment status that results from continuous service with one company

	severance pay
	payment from an employer who has cut off a person's employment

	vocation
	the work someone does to earn a living

	W-2 Form
	a statement rec'd in Jan. that shows employee's earnings and deductions

	Wage
	pay received for hourly work


Spelling Words for CPD. Practice once a week
	A
	B

	appearance
	The way someone or something looks

	appropriate
	right or acceptable for the situation

	attitude
	feelings or ideas about someone or something

	calm
	not excited or nervous; quiet

	comfortable
	at ease; feeling free from pain or discomfort

	communication
	to give information by speaking or writing

	courtesy
	politeness that shows consideration for other people or good manners

	education
	development of knowledge through a process of teaching and training

	enthusiastic
	having a strong feeling in favor of something; eagar

	flexible
	able to adjust to change

	grooming
	the act of making something neat and tidy

	hire
	when someone is given a job; to employ someone

	impression
	a feeling or idea about a person or thing

	interview
	a meeting where questions and answers used to find out information at a job

	manners
	a way of acting or behaving

	nonverbal
	a way of communicating without words

	position
	a job one is applying for

	posture
	a way of holding or carrying your head and body

	resume
	a summary of your academic and work history

	verbal
	communicated by words; spoken or related to speaking



Want Ad Abbreviations Part One

	A
	B

	part time
	P. T.

	full time
	F. T.

	Equal Opportunity Employer
	E. O. E.

	words per minute
	W. P. M.

	Depends On Experience
	D. O. E.

	Depends on Qualifications
	D. O. Q.

	morning
	A. M.

	afternoon or evening
	P. M.

	high school
	H. S.

	Monday through Friday
	M - F

	extension
	x or ext.

	year(s)
	yr. or yrs.

	hour(s)
	hr. or hrs.

	month
	mo.

	week(s)
	wk. or wks.

	paid
	pd.

	good
	gd.

	light
	lt.

	advertisment
	ad.

	nights(s)
	nt. or nts.


Want Ad Abbreviations Part Two

	A
	B

	minimum
	min.

	opportunity
	oppty.

	business
	bus.

	negotiable
	neg.

	position
	pos.

	license
	lic.

	necessary
	nec.

	appointment
	appt.

	suburb(an)
	sub.

	general
	gen.

	experience
	exp.

	salary
	sal.

	manager
	mgr.

	building
	bldg.

	excellent
	exc.

	required
	req.

	evening(s)
	eve. or eves.

	company
	co.

	compensation
	comp.

	computer
	com.


Want Ad Abbreviations Part Three

	A
	B

	condition(s)
	cond. or conds.

	graduate
	grad.

	electric
	elec.

	temporary
	temp.

	transportation
	trans. or transp.

	et cetera (and so on)
	etc.

	with
	w. or w/

	reference(s)
	ref. or refs.

	position
	pos.

	special
	spec.

	equipment
	eqpt.

	manufacturing
	mftg.

	management
	mgt.

	including
	incl.

	twenty thousand dollars
	20K

	application
	applic.

	immediate
	immed.

	depends
	dep.

	technical
	tech.

	after
	aft.


The Work Environment

Ethical terms associated with the Work Environment

	A
	B

	Ethics
	a set of moral principles or values

	Ethical person
	has an inner sense of what is moral and is able to choose correct behavior in many different situations, including those that are new and different

	Confidentiality
	containing information whose unauthorized disclosure could be prejudicial

	Integrity
	firm adherence to a code moral values

	Honesty
	straightforwardness of conduct; adherence to the facts

	Punctuality
	being on time

	Accountability
	an obligation or willingness to accept responsibility or to account for one's actions

	Dependability
	capable of being depended on : Reliable

	Initiative
	making oneself do what is necessary

	Flexibility
	ready to adapt to new, different or changing requirements

	Adaptability
	willing to make something fit (specific or new use or situation)

	Judgment
	a very strong opinion

	Quality
	a commitment by everyone in the organization to exceed customer expectations

	Knowledge
	knowing something gained through experience or association

	Benchmarks
	standards by which performance may be measured

	Monitor
	to observe and note what happens

	Esteem
	the degree to which people value themselves and others; part of a person’s self-concept

	Attitude
	a person’s outlook on life that shows how he or she feels and thinks about other people and situations

	Self-concept
	recognition of both your strengths and weaknesses; acceptance and feeling good about yourself

	Self-realization
	esteem at its highest level, means you have realized all the important goals and aspirations in your life

	Self-talk
	made up of all of the negative and positive thoughts we have about ourselves

	Values
	things that each person believes to be true and important

	Work
	an activity done to produce or accomplish something

	Work ethic
	a standard of conduct and values for job performance

	Privilege
	a right that is given as a benefit or favor

	Termination
	the end of employment or the loss of a job

	Penalty
	a loss or hardship due to some action, such as breaking company rules or policies

	Reprimand
	a severe expression of disapproval

	Sociability
	interacting easily with others

	Confidential
	private; should not be shared with others


