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	Program Information
	[Lesson Title]

Cover Letters 
	TEACHER NAME

Stephanie Schab
	PROGRAM NAME

Parma City Schools


	
	[Unit Title]
Essential Component #6: Instruction and Job Training Services

	NRS EFL(s)
3 – 6

Can be adapted for ABE students


	TIME FRAME
2 class periods (self-paced online course included)

	Instruction 
	ABE/ASE Standards – English Language Arts and Literacy
       

	
	Reading (R)
	Writing (W)
	Speaking & Listening (S)
	Language (L)

	
	Foundational Skills
	R.3.2

	Text Types and Purposes
	W.3.2

	Comprehension and Collaboration
	
	Conventions of Standard English
	L.2.2
L.3.2

L.4.2



	
	Key Ideas and Details
	
	Production and Distribution of Writing
	W.2.4
W.3.3

W.3.4


	Presentation of Knowledge and Ideas
	
	Knowledge of Language
	L.3.3
L.4.3



	
	Craft and Structure
	R.2.6

	Research to Build and Present Knowledge
	W.3.6

	
	Vocabulary Acquisition and Use
	L.3.4

L.3.6

	
	Integration of Knowledge and Ideas
	
	
	
	Benchmarks identified in RED are priority benchmarks. To view a complete list of priority benchmarks and related Ohio Aspire lessons plans, please see the Curriculum Alignments on the Teacher Resource Center (TRC).


	
	LEARNER OUTCOME(S)

· Students will learn the importance of why it is necessary to have a Cover Letter accompany a resume by engaging in a discussion about the Cover Letter.  
· Students will create a Cover Letter template by working on their written language and proofreading skills. 
· Students will analyze job postings to learn how to critically think about what the posting is asking for, and learn to produce a Cover Letter that is applicable to the actual employment ad. 

	ASSESSMENT TOOLS/METHODS

· Teacher observation of student participation in discussion.
· Oral Discussions
· Warm up activity with 3 practice Cover Letter assignments

· Feedback to warm up activity

· Independent Assignment

· Ohiomeansjobs.com self-paced Cover Letter course

· Cover Letter assignment 



	
	LEARNER PRIOR KNOWLEDGE
· Students should be familiar with the required components of job applications.
· Students should be familiar with the various types of texts.  For example, a work-related text.  
· Students should be familiar with using a dictionary, a phone dictionary, or an online dictionary to look up new vocabulary words.  
· Students should have an understanding of the skills that they have to offer other individuals. 
· Knowledge of keyboarding skills.
· Knowledge of saving a document on either a flash drive, or another location of the computer.  

	
	INSTRUCTIONAL ACTIVITIES 

1. Warm-up pictures to deliver to students via projector.  I have created three basic job ads to look at.  Looking at one ad at a time, project, and discuss any vocabulary/abbreviations in each posting.
2. Once students are comfortable understanding job postings, distribute copies of the Summarizing graphic organizer 

a. Each student should get 3 copies (1 per job ad).  Student will use the boxes at the tops to write the skills that he/she possess for each job ad.  Then, in the summary box, students will write a quick letter saying why he/she is qualified for that position.  

3. Ask students questions after they have completed the assignment.  
a. Does your letter match the desired/required skills?
b. Does your letter explain why you would be a good fit for this position?
c. Did you proofread your letter?
4. Discuss the importance of the Cover Letter and how it is used to preview who you are to the hiring manager.  
5. Icebreaker:  Before you project the picture, ask your students if they rely a lot on background information to explain a book, or item.  Imagine that you find a good with a great cover, but you open it up and the pages are blank.  What are your students’ reactions to this?  Project the Icebreaker image. 
a. Explain that without a solid Cover Letter, there is a good chance that your resume will be tossed out.  The Cover Letter is used to provide background information in a letter format.  
b. Project and print out copies of helpful Cover Letter Do’s to students.  (This may be edited and I have created it).
c. Discuss points and encourage discussion. 

6. Now students will have an opportunity to explore some features of the ohiomeansjobs.com website, and how there are free resources to help students write cover letters.  Students should now have access to a computer. 
a. Have your students go to OhioMeansJobs
b. Select Online Training
c. Select Access Learning Express Anonymously
d. In the Search Training Tests box, type Great Cover Letters

e. Select Great Cover Letters and launch the self-paced tutorial

i. This self-paced lesson will take students through:
1. Introduction:  Great Cover Letters
2. Lesson 1:  About Great Cover Letters (plus sub-topics)
3. Lesson 2:  Creating a Great Cover Letter (plus sub-topics)
4. Course Summary

7. Ask your students to find one job opening that they are interested in.  Even if they are not currently seeking employment, this activity can still be conducted because students will work on critical thinking, reading, and writing.  They will also be practicing their typing skills.  Students should bring their printed job ad for your next class. 

Next class:

8. Have students take-out their job ad and distribute Cover Letter Worksheet.  
a. Students should work on answering the questions in the handout to the job ad that they have brought into class.
b. Observe student work and review document the completed worksheet.
c. Once students get the go-ahead from you, have students create their own cover letter.

d. Collect student cover letters for evaluation.


	RESOURCES
Computer with Internet access

Projector, ability to project

Copies of Job Ad #1, Job Ad #2, Job Ad #3 (attached)
Student copies of Summarizing graphic organizer
Summarizing graphic organizer [PDF file]. (n.d.). Retrieved from https://www.scholastic.com/content/dam/teachers/lesson-plans/migrated-files-in-body/graphic_organizers.pdf
Copy of Icebreaker image (attached)

Student copies of Cover Letter Do’s (attached)

Computers with Internet access for student use

Student copies of Cover Letter Worksheet
National Louis University. (n.d.). Cover Letter Worksheet [PDF file]. Retrieved from https://www.nl.edu/media/nlu/downloadable/careerservices/cover%20letter%20worksheet_web.pdf


	
	DIFFERENTIATION
· Have ABE students work with instructor, or tutor if available
· For second day of class, have students who are not ready for the second part work on additional assignment from Common Core Achieve Reading and Writing book.
· Review the Great Cover Letters tutorial as a class, pausing for questions and explanation when needed. 


	Reflection
	TEACHER REFLECTION/LESSON EVALUATION


	
	ADDITIONAL INFORMATION
If you are looking for more resources about cover letters, you can check out http://ohioablelibrary.org/ and “search” cover letter.  There are some resources that are available.  




Job Ad #1
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HIRING!

Office Assistant:

Looking for an individual with basic office skills to help us in our fast-
growing healthcare company. Must be organized, detail-orientated, and
highly motivated. Computer experience is required. Entry level position:
$10/hr. Email resume and cover letter to marshallt@healthcareinc.org





Job Ad #2
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MIRING!

Salesperson:

Looking for a p/t worker to start immediately. Must be professional,
business focused, enjoy working with people, and have previous
experience in retail/sales. M-F 30hrs per week. Some evenings and
weekends may be required. We are willing to train the right person. You
will be responsible for cashiering, stocking, and cleaning. $9.75/hr to start.
Email resume, cover letter, and professional references to
storeopenings@gmail.com




Job Ad #3
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HIRING!

Data Entry Position:

WERE

Looking for a p/t worker to start immediately. Must be professional,
business focused, type at least 35wpm, and have good proofreading skills.
M-F 30hrs per week. Some evenings may be required. 1 yr min office exp
pref. $8.75/hr to start. Email resume, cover letter, and references to
hilli@qualitytypists.com





Icebreaker image
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Cover Letter Do’s
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Cover Letter Do’s:

* Limit to one page

+ Discuss format (headings, salutations, address, etc).

* First main introduction paragraph should include the job that you are applying for and mention how
you found this open position.

* The second paragraph should list skills that are necessary and match the job posting. If you are
applying for a position at a bank, and use to work in manufacturing, you might want to change your
skills around so they match what the job is looking for. (That does not mean to make up skills. It
means to think about your previous experiences and how it would be adapted for a new position).

* The third paragraph should be used to display why you are the correct person for this opportunity.
Include anything special that is not in your resume. Highlightand sell yourself as the best individual
for this position.

* The closing paragraph should just summarize everything you have stated (just like in writingan
essay). Make sure you ask for follow-up/an interview.

sing. Since most Cover Letters are emailed electronically these days, we can talk
a signature.
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