Lesson Plan 

Guiding Students to 21st Century Business Success – Tuesday Tours CEU
Purpose: 
To familiarize a high school work/study student on a few vital soft skills that some Northern Colorado business leaders would like job candidates to possess.
Thinking Parts: 

Students will be able to describe and demonstrate how to use workplace soft skills such as communication on the job and being a team-player that will help them be better employees and be an asset to the businesses for which they work.  Prior to the lesson, students will be given a homework assignment in which they will write about workplace situations that they’ve experienced in their jobs and will be prepared to discuss the situations in class.  In class, students will describe their workplace situations to the class and fellow classmates will state their opinions on how to handle the situations. The teacher will guide the discussion and introduce the soft skill definitions and vocabulary to the class while the students are sharing their experiences. The teacher will evaluate the learning outcomes by presenting real work situations in the form of test questions and having the students answer them in class. 

Objective: 
Students will be able to describe and demonstrate how to use soft skills to make them better employees and an asset to the businesses they work for.  
Prerequisites: Workplace experience 

Core lesson:  Soft Skills Desired by Employers
1. Communication Skills

How to address your boss

· Mr. or Ms. Unless told different

· Firm handshake

How to answer a business phone

· Company name

· Department

· Own name

· Offer to take a message

· Repeat message back

· Complaint – stay calm and reasonable

Ask Questions

· Write down questions

· Save questions till you know everything you want to ask

Listen Actively

· Look alert

· Make eye contact but don’t stare
· Don’t interrupt

· Nod your head and say ahah

· Repeat main comments in your own words

· Make them be specific and clear

Handling Criticism
· Put criticism in own words

· Don’t take it personally

Handling Mistakes

· Communicate that you understand what you did wrong

· Apologize

· Don’t be defensive
2. Be a Team Player

· Your job is important to the business
· Your company is counting on you to learn your job

· Think of the big picture

· Put your desires second and the company first

· Think of implications to coworkers and company

· Ask your supervisor how you fit into the big picture
· Go to HR and ask questions

· Written materials/handbooks

· Training videos

· Learn the rules, policies, procedures, laws, regulations

· Sexual harassment

