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Course:  Job Readiness

Unit:  Employment Applications

Lesson:  Employment Applications and Computers

Competency Objectives:
The learner will be able to use the computer to find job information and employment openings.

The learner will be able to use the computer to apply for a job.

Suggested Criteria for Success:
The learner will surf the internet to get data pertaining to jobs.

The learner will use the computer to find job openings and will be shown how to apply for a job listed on the internet.

Suggested Vocabulary:
internet

web pages

job listings


applicant
requirements

qualifications

salary

benefits


questions

résumé

letter of application

Suggested Materials:
pens or pencils and paper

computers with internet access




chalk/marker and black/white board

Suggested Resources:
 Local job readiness and/or job search materials, workbook, pamphlets, brochures, and handouts available through local resources such as schools and training institutions, job training programs, local employment offices, libraries outreach programs etc.  Such material can be easily modified for an ESL learner group, and most materials for this topic can be obtained for little or no cost.

 Resources available through your local Public Library, County, State, or Federal Employment Centers, JobLink Centers, Local Community College Career Centers, and Human Resources Development Programs

 The Employment Security Commission of North Carolina at http://www.ncesc.com/.  Click on Individual Services.

Suggested Methods:
 Hands-on instruction and demonstration of procedures to access internet and log onto websites

 Discussion of internet “language” and procedures to follow in responding to on line job listings

Some Suggested Steps

Introduce the computer and the internet as tools for obtaining information about employment readiness and opportunities.

Demonstrate how to access the internet.  Provide the learner with information on how to surf the internet to locate web sites on employment.  Offer direction and guidance on the internet process for responding to job listings.

ALERT:  Beware internet ads that require sufficient information to steal a person’s identity.
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