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	Program Information
	[Lesson Title]

Vocabulary in the Workforce
	TEACHER NAME

Stephanie Schab
	PROGRAM NAME

Parma City Schools


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


	NRS EFL(s)
3 – 6 

	TIME FRAME
150 – 180 minutes 


	
	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.3.1
W.4.1


	Comprehension and Collaboration
	S.3.1
S.4.1


	Conventions of Standard English
	L.1.1
L.2.1

L.3.1

L.4.1

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

	Presentation of Knowledge and Ideas
	S.3.2

	Knowledge of Language
	L.2.3
L.2.4



	
	Craft and Structure
	R.2.9

R.4.6

	Research to Build and Present Knowledge
	
	
	Vocabulary Acquisition and Use
	L.3.6

	
	Integration of Knowledge and Ideas
	R.3.14
R.4.10


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


	
	LEARNER OUTCOME(S)

· Students will be able to identify problems with certain vocabulary used in workplace situations, and be able to better articulate more appropriates words to use. 
· Students will practice selecting appropriate vocabulary and communication for the workplace by watching video clips and practicing these listening skills to figure out how to solve a situation.    
· Students will practice selecting appropriate vocabulary and communication for the workplace by reading situations and practice skills on how to solve the problem.
· Students will be able to engage in critical thinking and analyzation of interpersonal communication, point of view, types of feedback and given impressions by participating in activities and discussions to look for evidence of these examples in texts.  
· Students will be able to improve their written communication by responding in short answer texts to situations that involve appropriate communication at work.  

	ASSESSMENT TOOLS/METHODS 
· Teacher observation of student participation in discussion.
· Warm-up activity (Reflective warm-up)
· Oral Discussions
· Exit Ticket #1
· In-class assignment (Step #6 A-C)
· Written responses to handout A



	
	LEARNER PRIOR KNOWLEDGE
· Students should be familiar with basic workplace communication
· Students should have basic computer navigational skills. 
· Students should have basic typing skills.   
· Students should have engaged in critical thinking.
· Students should have basic writing skills.
· Students should have and know how to access their personal email account.


	
	INSTRUCTIONAL ACTIVITIES 

Before starting the lesson, the instructor should create a free account at http://litlink.ket.org/ 

1. Warm-Up.  Using your instructor account, login to LiteracyLink and go to Workplace Essential Skills.  
a. Select Communicating at Work
b. Select Unit 9:  The Language of Work
c. Select Video Activity 9 – The Language of Work and play the video.
i. I recommend providing each student with a copy of the Video Transcript

2. Ask students:
a. In this video, why is the customer upset?’
b. How does the cable man handle the situation?  What steps does he take to calm the customer down and solve the problem?
3. Ask your students what they think about the language used in the video.  Ask some reflective questions and encourage a conversation:
a. Why is it important to use appropriate vocabulary on the job?
b. Can using appropriate vocabulary diffuse a situation?
c. Could using inappropriate vocabulary escalated a situation?
d. What is the importance of appropriate vocabulary in written communication?
e. Can you share a personal story of a time when you encourage inappropriate vocabulary in the workforce?  What was the result?
4.  Project Key Ideas to review and discuss:

a. Interpersonal communication

b. Point of view

c. Criticism

d. Defensive

e. Impression

5. Once class discussion is finished, have students type their responses to the following questions:

a. How can you get people who are angry and upset to calm down and cooperate? Why does listening to people make them feel better?
b. Think about an argument you have had recently. What did they want? Did you really find out? How would better listening skills have helped you?
c. Collect student responses.
6. Have your projector and computer access ready to go and display Communicating in the Workplace. Explain to students that they will watch scenarios and discuss solutions. Pause the video to allow for discussion.
7. Now watch Writing Effective Business Emails
a. When you get to slide 13, there will be some interactive questions.  Ask students to help you choose the correct answers.  This will make a great discussion piece.  
b. Remind the students that this is not only about writing proper emails at work, but also in school, to instructors, distance education instructors, asking questions, responding to personal matters, etc. 
8. Exit Ticket

a. Students are going to practice typing and sending an email (with provided subject matter) to you.  
b. Suggested topics for email:

i. “I am offering a promotion where I will consider purchasing laptop for you to use.”  Write me an email explaining what this would be very important to you.
ii. “I have decided that I am going to begin to charge fees for class.”  “Why shouldn’t I do this?”

c. After students complete the email, have them print it off (if printer is available) and answer the question on the exit ticket.  Submit when finished.  

9. When you are finished reviewing the email, used the turned-in student exit form to provide feedback to students.  

Extension activity: Scenario Resolutions
10. Provide students with copies of Scenario Resolutions and ask students to complete in small groups.

a. Discuss small group answers.


	RESOURCES
Create a free account at LiteracyLink

http://litlink.ket.org/
Computer with Internet access
Projector, ability to project

Speakers

Video Activity 9 – The Language of Work

KET, A. (2003). Video Activity 9 – The Language of Work. Retrieved from http://litlink.ket.org/wes/unit9/video_1.aspl
Student copies of the Video Transcript (attached)

Computers with Internet access for student use

Communicating in the Workplace

Heinritz, J. (2016, October 31). Communicating in the Workplace. Retrieved from https://www.wisc-online.com/learn/career-clusters/manufacturing/ccs11514/communicating-in-the-workplace
Writing Effective Business Emails

Weiland, V., & Bunnow, R. (2015, October 14). Writing Effective Business Emails. Retrieved from https://www.wisc-online.com/learn/career-clusters/business-management-and-administration/ccs5008/writing-effective-business-emails
Student copies of Exit Ticket (attached)
Student copies of Scenario Resolutions (attached)


	
	DIFFERENTIATION
· If email is too difficult, have student write response.  
· Act out situations as a class.


	Reflection
	

	
	ADDITIONAL INFORMATION


	
	


Video Transcript

Cable worker: I listened to him, and he's like, "You know why you're here, right?" And I said "Honestly, sir, I don't know, but maybe by me listening to you," -- by listening to him, he explained to me the problem, and I saw what it was. Unfortunately, ComEd -- you know, there's a lot of construction going on in the north end of the city, here -- ComEd had knocked a pole down, or did a pole transfer, cut the cable drops, the phone lines, and a whole bunch of other things. His line was never reconnected, and he was so angry, because he works out of his home, and I think he used the cable as part of his business.

So what I did, I saw what was going on, how ComEd had the pole transfer (it was like a temporary thing), so I had to more or less give him a temporary picture until it was complete. ComEd did follow through with their job, so in turn I just went back and satisfied that problem and followed up with him to make sure he was OK.

He did apologize later on, you know, but it was just that first contact and how things happened initially, and just by listening to him and comping up with a solution, and explaining to him exactly what I would do, that made him feel a little bit better. So it's like a little bit of counseling involved in the customer service end.
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Scenario Resolutions

An employee has the opportunity to use a relative’s fishing cabin for two weeks during the summer, but doesn’t have enough seniority to get a two-week vacation at the time when the cabin is available.  The employee must negotiate a trade with someone whose request for the same two weeks has been approved.

Practice your writing, negotiation, and persuasion skills by telling me why you should get these two-weeks off:

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Employees from two work shifts share lockers.  A first-shift employee opens an assigned locker on Monday morning to find parts of a left over and smelly lunch.  The lunch was left in the locker after the other employee finished his shift on Friday.  You are about to end your shift and the employee who left his lunch comes in.  You are ready to confront him.  How do you appropriately resolve this conflict?
Practice your writing, negotiation, and persuasion skills by telling me how you will appropriately resolve this personal conflict:

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Exit Ticket 





 Why is important to use clear communication in the workplace?











 What is one item that you learned today?











 What is one component that you are going to change about your current oral or written communication?








Instructor feedback from email:
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