
 

Career Management 

Course Proficiencies and Pacing 

Unit Title Recommended  Unit Description Duration 
Unit #1: Career Development 
 
 

This unit provides information about career planning. Students will gain 
knowledge to assess their skills, values, needs and lifestyles enabling them 
to discover paths they may take in their future. Problem solving steps will be 
introduced to aid the process.  

6 Days 

Unit #2: Options Beyond High School This unit will explore options available to students after high school. Students 
will investigate and evaluate possible paths as they transition from high 
school to postsecondary education and careers.  
 

9 Days 

Unit #3: The Job Search Process This unit will outline the job seeking process. Students will gain an 
understanding of the sources of job opportunities, documents required to 
secure interviews, as well as developing the skills to interview for positions 
and evaluating options after the interview.  

12 Days 

Unit # 4: Workplace Regulations This unit will outline employment regulations and federal, state, and local 
laws that affect employees. Students will gain an understanding of how 
workplace regulations assist and protect employees and employers.  

 
12 Days 

Unit # 5: Career Readiness Skills 
(Transferrable Skills) 

This unit will introduce students to the importance of developing career 
readiness skills (transferrable skills) and the role they play in an individual’s 
personal and professional success.  

14 Days 

Unit #6: Lifelong Learning This unit will introduce students to sources of professional development 
opportunities. Students will develop an appreciation for the value 
professional development has on an individual’s career growth, 
advancement, and/or lifelong learning.  

15 Days 

Unit # 7: Leadership and Ethics This unit introduces students to the concepts of leadership and ethics. 
Students will recognize the impact that leadership and ethics have on career 
and life success.  
 

14 Days 

Unit # 8: Business Communications & 
Technological Innovations 

The ability to communicate effectively is essential for success in all areas of 
life. This unit exposes students to the skills and technology necessary to 
communicate effectively.  

8 Days 

 

Career Management 



Unit #1: Career Development 

 
Essential Question: What skills and information should be considered for viable career planning?  
Unit Goals: Students will identify potential career pathways−16 career clusters as outlined in Common Career Technical Core (CCTC) 
Duration of Unit: 6 Days 
Standards: Standard 1: Career Development Students will be knowledgeable about the world of work, explore career options, and relate personal skills, 
aptitudes, and abilities to future career decisions. Standard 2: Integrated Learning Students will demonstrate how academic knowledge and skills are applied in 
the workplace and other settings. Standard 3a: Universal Foundation Skills Students will demonstrate mastery of the foundation skills and competencies essential 
for success in the workplace.  Common Career Technical Core Standards Career Ready Practices  
1. Act as a responsible and contributing citizen and employee 7. Employ valid and reliable research strategies10. Plan education and career paths aligned to 
personal goals – Resources NYS Department of Labor -Career Zone (Self Assessment plus many resources for career assessment and job search 
 
Guiding / Topical Questions Content, Themes, Concepts, and 

Skills 
Related Activities Teaching Strategies Assessment 

Strategies 
. What are you skills, values, needs 

and lifestyle preferences that will 
influence your job search? 

.  

. What are some careers that you 
might find interesting? 

.  

. How can you tell if the field you 
are interested in is a good choice? 

.  

. How important is networking to 
finding a job that meets your 
desires? 

.  

. Why is it important to have a part 
time job during high school? 

.  

. Why is it important to volunteer 
while going to high school? 

Research problem-solving models 
available to assist with career 
decision making; for example, the 5-
step Problem Solving model (define 
the problem, list potential solutions, 
examine the pros and cons of each 
potential solution, make a decision 
and evaluate the decision) 
Apply a problem-solving model to a 
career decision 
Evaluate the effectiveness of 
problem-solving strategies in career 
decision making 
Create SMART goals (Specific, 
Measurable, Attainable, Realistic, 
Time Bound) 
Create short-, mid-and long-term 
SMART goals for career planning 
process 
Conduct networking activities 
including informational interviews, 

Create and journal entries 
reporting and reflecting 
on information and steps 
taken in researching 
careers. 
 
Take an online 
assessment of skills 
needed for future jobs 
and education. 
 
Plan networking 
activities. 
 
Explore positions and 
career paths related to 
self-assessment. 
 
Make journal entries on 
aspects of career 
planning, documenting 

Lecture and class 
discussion 
 
Analyzing job outlook 
projections from local 
community, state and 
federal agencies 
 
Electronic 
presentations 

Written tests and 
quizzes 
 
Worksheets 
 
Project assessments 
 
Article summaries 
 
Notebook 
assessments 
 
Responses to 
discussion questions 



. How can taking Civil Service 
tests help you land a job of your 
dreams? 

.  
 
 

shadowing opportunities, internships 
and voluntary opportunities 
Participate in community service 
organizations and activities 
Find possible mentors 
 

where they have gone, 
what they have done, and 
what they have achieved. 
 
Summarize education and 
training requirements and 
opportunities for career 
pathways. 
 
Create a career plan with 
short-, mid-, and long-
term career goals 
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Unit 2 Options Beyond High School 

Essential Question: What options are available to accomplish students’ identified goals?  
Unit Goals: Students have a complete understanding of all possible options available to them after high school. They will look at 
career, college and the armed forces and evaluate the pros and cons of each. 
Duration of Unit: 9 Days  
Standards: Standard 1: Career Development Students will be knowledgeable about the world of work, explore career options, and relate personal skills, aptitudes, 
and abilities to future career decisions. Standard 2: Integrated Learning Students will demonstrate how academic knowledge and skills are applied in the 
workplace and other settings. Standard 3a: Universal Foundation Skills Students will demonstrate mastery of the foundation skills and competencies essential for 
success in the workplace.  Common Career Technical Core Standards Career Ready Practices https://www.careertech.org/career-ready-practices  
1. Act as a responsible and contributing citizen and employee 3. Attend to personal health and financial well-being 4. Communicate clearly and effectively and 
with reason 5. Consider the environmental, social and economic impacts of decisions 7. Employ valid and reliable research strategies 8. Utilize critical thinking 
to make sense or problems and persevere in solving them 11. Use technology to enhance productivity  
 
 

Guiding / Topical Questions  Content, Themes, Concepts, and 
Skills 

Related Activities Teaching Strategies Assessment 
Strategies 

What are some post-secondary 
educational options available? 

Research post-secondary educational 
options, including trade schools, 

Have students meet 
with labor union 

Lecture and class 
discussion  

Written tests and 
quizzes  



 
What are some employment 
opportunities available to you after 
high school? 
 
What are some of the armed forces 
opportunities available to you after 
high school? 
 
How do your goals and wants impact 
your options after high school? 
 
How can you afford to go to college? 
 

certificate programs, and two-and 
four-year colleges  
 
Explore employment opportunities 
including apprenticeships, labor 
unions, and full-and part-time 
employment  
 
Explore government (competitive 
civil service) and military careers  
 
Match your career goals, needs, and 
wants to the available options  
 
Apply decision-making skills to 
develop a plan that includes short-and 
long-term career goals  
 
Investigate the cost of educational 
options  
 
Explore and identify types of 
financial assistance: scholarships, 
parent loans, personal loans, Free 
Application for Federal Student Aid 
(FAFSA)  
 
Research scholarship and grant 
opportunities  

 

representatives and 
employers to discuss 
options and 
opportunities.  
 
Have students 
research scholarship 
and grant 
opportunities in the 
school counseling 
office and in the 
community  
 
Have students 
calculate the cost of a 
two-or four-year 
degree at a post-
secondary institution 
of interest.  
 
Have students meet 
with military or 
government 
representatives to 
examine their options 
and viability to 
accomplish identified 
career goals.  
 

 
Interviews with 
college financial aid 
officers 
 
Interview students in 
college 
 
Meet with people 
working in jobs 
which interest 
students  
 
Read job descriptions 
and practice filling 
out job applications 
 
Role Play job 
interviews 
  
Electronic 
presentations 

 
Project assessments  
 
Article summaries  
 
Notebook 
assessments  
 
Responses to 
discussion questions 
 
Interview skill 
evaluations 
 
College Essay 
 
Work on Khan 
Academy 
 
Scholarship 
applications 
completed 

 

Career Management 

Unit #3: The Job Search Process 
 



Essential Question: How do you secure the position you want?  
Unit Goals: Students will be familiar with every possible way of finding a job and know what steps must be completed to secure the 
job.  
Duration of Unit: 12 Days  
Standards: Standard 1: Career Development Students will be knowledgeable about the world of work, explore career options, and relate personal skills, aptitudes, 
and abilities to future career decisions. Standard 2: Integrated Learning Students will demonstrate how academic knowledge and skills are applied in the 
workplace and other settings. Standard 3a: Universal Foundation Skills Students will demonstrate mastery of the foundation skills and competencies essential for 
success in the workplace.  Common Career Technical Core Standards Career Ready Practices https://www.careertech.org/career-ready-practices  
1. Act as a responsible and contributing citizen and employee 3. Attend to personal health and financial well-being 4. Communicate clearly and effectively and 
with reason 5. Consider the environmental, social and economic impacts of decisions 7. Employ valid and reliable research strategies 8. Utilize critical thinking 
to make sense or problems and persevere in solving them 11. Use technology to enhance productivity  
 
 

Guiding / Topical Questions  Content, Themes, Concepts, and 
Skills 

Related Activities Teaching Strategies Assessment 
Strategies 

Where would you look if you wanted 
to find a job? 
 
What information is needed to 
complete a job application? 
 
How do cover letters and resumes 
differ? 
 
What skills are necessary to create a 
good first impression? 
 
What are some of the different ways 
interviews can take place? 
 
What does “dress for success,” mean? 
What is a career portfolio and what 
items would you include in it? 
 
Who should your references be? 

Describe the role each of the above 
sources plays in the job search  
 
Explain how work-based learning 
experiences in high school can spark 
career interest and foster professional 
networking  
 
Describe and compile the information 
required for job applications  
 
Develop materials to respond to 
online job postings  
 
Distinguish between the content for 
resumes and cover letters  
Differentiate personal qualities/skills 
that are included in resumes and 
cover letters  

Have students create 
a sample portfolio for 
a specific position 
 
Have students write a 
resume and cover 
letter appropriate for 
a specific position 
 
Have students 
compile a list of 
resources available to 
promote a personal 
job search 
 
Have students 
develop a cover letter 
targeted to an actual 
job listing 
 

Lecture and class 
discussion  
 
Use the Internet to 
compare different job 
listings 
  
Share Newspapers to 
compare different job 
offerings 
  
Participate in 
simulated job 
interviews 
 
Watch videos of job 
interviews 
Critique and evaluate 
students interviews 
 
 

Written tests and 
quizzes  
 
Project assessments  
 
Article summaries  
 
Notebook 
assessments  
 
Responses to 
discussion questions  
 
Portfolio assessment 
 
Feedback on 
interviews  
Evaluation of student 
feedback on their 
peers 



 
How do you negotiate the best deal 
for you? 
 
How do you decide which job offer to 
take? 
 

Identify the skills to create a good 
first impression, either on the internet 
or face to face  
 
Review telephone, internet, and face-
to-face interview strategies to best 
showcase qualifications  
 
Describe what “dress for success” 
means for various types of positions  
 
Discuss ways information gleaned 
during a job interview can influence 
the decision to accept a position  
 

Have students work 
in pairs to role play 
interviewing skills  
 
Invite administrators 
and/or business 
partners to come into 
the classroom for 
mock interviews  
 
After reviewing 
students’ applications 
and cover letters, 
interviewers decide 
who will be 
interviewed 
 
Interviewees will be 
provided feedback on 
their interview  
 
Have students 
interview someone 
who was recently 
hired for a position  
 
Have students 
complete job 
applications either 
online or hard copy  
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Unit #4: Workplace Regulations 



 
Essential Question: How do employment, labor, and safety laws impact the workplace?  
Unit Goals: Students will gain an understanding of how workplace regulations assist and protect employees and employers. 
Duration of Unit: 12 Days  
Standards: Standard 1: Career Development Students will be knowledgeable about the world of work, explore career options, and relate personal skills, aptitudes, 
and abilities to future career decisions. Standard 2: Integrated Learning Students will demonstrate how academic knowledge and skills are applied in the 
workplace and other settings. Standard 3a: Universal Foundation Skills Students will demonstrate mastery of the foundation skills and competencies essential for 
success in the workplace.  Common Career Technical Core Standards Career Ready Practices https://www.careertech.org/career-ready-practices  
1. Act as a responsible and contributing citizen and employee 3. Attend to personal health and financial well-being 5. Consider the environmental, social and 
economic impacts of decisions 9. Model integrity, ethical leadership, and effective management 
 
 

Guiding / Topical Questions  Content, Themes, Concepts, and 
Skills 

Related Activities Teaching Strategies Assessment Strategies 

Why do young adults need working 
papers to work? 
 
Why would teenagers not be allowed 
to work in certain jobs? 
 
Why is it important to be familiar 
with certain workplace jargon such as 
“break,” “OT,” “ILOD,” etc.? 
 
What is some of the important papers 
you must fill out when you are hired 
for a job? 
 
What are some of the important laws 
and agencies in place to help make 
sure you are safe at work? 
 
 
 

Differentiate working hours and 
wages based on age/industry  
 
Identify prohibitive occupations for 
minors and special exemptions for 
students enrolled in CTE programs  
 
Explain workplace terms, such as 
working hours, overtime, minimum 
wage, prevailing wage, per diem, 
workers’ compensation insurance, 
unemployment insurance, Social 
Security, and disability insurance  
 
Compare and contrast employer and 
worker rights and responsibilities  
 
Identify laws and agencies that 
protect against discrimination and 
support equal opportunities (EEOC)  
Examine the role of Social Security 
and unemployment insurance  

Have students 
analyze labor law 
case scenarios 
 
Have students 
compare student 
organizations to 
professional 
organizations 
 
Arrange for guest 
speakers from a 
union and/or 
government agency 
to discuss 
opportunities and 
responsibilities  
 
Have students 
summarize the steps 
in making an OSHA, 
disability, workers’ 

Lecture and class 
discussion  
 
Use the Internet to 
compare different 
unions and benefits 
 
Role Playing 
informing your boss 
of an on the job 
injury or a violation 
of work or 
government policy 
 
Watch an online 
workplace bullying 
video 
 
Watch an online 
Blood Borne 
Pathogen video 
 

Written tests and 
quizzes  
 
Work simulations  
 
Project assessments 
 
Article summaries 
 
Notebook 
assessments 
 
Responses to 
discussion questions 



 
Investigate workplace hazards, 
negative health effects, and methods 
for controlling them  
 
Recognize the role of workers 
compensation insurance, disability 
insurance, and social security for on-
the-job illness or injury  
 
Explain what OSHA (Occupational 
Safety and Health Administration) 
and the CDC (Centers for Disease 
Control and Prevention) are and how 
they protect employees  
 
Describe the history of unions and 
how unions protect employees  
 
Define the National Labor Relations 
Act of 1935, also known as the 
Wagner Act  
 
Explain the process and result of 
union negotiations  
 
Determine how the Fair Labor 
Standards Act of 1938 affected wages 
and equal opportunities 

 

compensation, or 
unemployment claim  
 

Electronic 
presentations 
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Unit #5: Career Readiness Skills (Transferrable Skills)  



 
Essential Question: How can career readiness skills ensure success in employment and in life?  
Unit Goals: students will understand the importance of developing career readiness skills (transferrable skills) and the role they play in 
their personal and professional success.  
Duration of Unit: 14 Days  
Standards: Standard 1: Career Development Students will be knowledgeable about the world of work, explore career options, and relate personal skills, aptitudes, 
and abilities to future career decisions. Standard 2: Integrated Learning Students will demonstrate how academic knowledge and skills are applied in the 
workplace and other settings. Standard 3a: Universal Foundation Skills Students will demonstrate mastery of the foundation skills and competencies essential for 
success in the workplace. Common Career Technical Core Standards Career Ready Practices https://www.careertech.org/career-ready-practices  
1. Act as a responsible and contributing citizen and employee 3. Attend to personal health and financial well-being 4. Communicate clearly and effectively and 
with reason 5. Consider the environment, social and economic impacts of decisions 9. Model integrity, ethical leadership, and effective management 

Guiding / Topical Questions  Content, Themes, Concepts, and 
Skills 

Related Activities Teaching Strategies Assessment 
Strategies 

Which skills are important for you to 
have if you hope to succeed in your 
career? 
 
How do these skills contribute to 
success on the job and in your 
personal life? 
 
Have you had opportunities to gain or 
strengthen your career readiness 
skills? 
 
Whys do they call career ready skills 
transferable skills? 
 
What strategies would you use to 
overcome challenges you were having 
in the workplace? 
How can self-advocacy help you to 
reach your work goals? 

 
Define the term “self-advocacy” as it 
relates to success in a variety of 
career and life settings 
  
Identify and discuss strategies to 
overcome obstacles and challenges to 
success in a variety of career and life 
settings 

 
  
Explain how self-advocacy can assist 
in reaching short-, mid-, and long-
term goals  
 
 

Provide students with 
workplace and school 
scenarios.  
 
Demonstrate  
understanding of 
career readiness skills 
by identifying which 
skills would be 
helpful in the 
scenarios.  
 
Research and 
complete a survey to 
evaluate their career 
readiness skills and 
then: Review their 
scores and identify 
strengths and 
weaknesses  
 
Identify obstacles and 
challenges that create 

Lecture and class 
discussion 
 
Analyzing various 
work readiness skills 
and role paly them 
for the class 
 
Evaluate case studies 
and see if the 
employee could have 
self-advocated to help 
improve the 
disciplinary outcome  

Quiz  
 
Worksheets 
 
Oral presentation 
 
Portfolio assessment 
 
Article summaries 
 
Notebook 
assessments  
 
Responses to 
discussion questions 



barriers to their 
success  
 
Create a plan to 
identify and 
strengthen career 
readiness skills that 
will assist in 
overcoming those 
challenges.  
 
Research self-
advocacy resources 
and apply strategies 
to a career situation.  
 
Record journal 
entries that reflect on 
times when they 
advocated for 
themselves or others. 
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Unit #6: Lifelong Learners 
 



Essential Question: How can professional development benefit career growth, advancement, and/or lifelong learning? 
Unit Goals: Students will develop an appreciation for the value professional development has on an individual’s career growth, 
advancement, and/or lifelong learning. 
Duration of Unit:15 Days 
Standards: Standard 1: Career Development Students will be knowledgeable about the world of work, explore career options, and relate personal skills, aptitudes, 
and abilities to future career decisions. Standard 2: Integrated Learning Students will demonstrate how academic knowledge and skills are applied in the 
workplace and other settings. Standard 3a: Universal Foundation Skills Students will demonstrate mastery of the foundation skills and competencies essential for 
success in the workplace.   Common Career Technical Core Standards Career Ready Practices https://www.careertech.org/career-ready-practices  
Act as a responsible and contributing citizen and employee, Employ valid and reliable research strategies, Model integrity, ethical leadership, and effective 
management, Plan education and career paths aligned to personal goals, Use technology to enhance productivity and Work productively in terms while using 
cultural global competence  
 

Guiding / Topical Questions  Content, Themes, Concepts, and 
Skills 

Related Activities Teaching Strategies Assessment Strategies 

Why is it important to continue to 
take courses and further study in your 
chosen career? 
 
How would you find out which 
courses and programs are available to 
help further your career? 
 
Why do certain companies offer their 
employees money to attend 
conferences and workshops? 
 
What types of professional; 
development activities are available 
for individual jobs? 
 
Why is it important to keep up to date 
with technology? 
What qualities are important to look 
for in a work mentor? 

Explain how enrollment in skills 
development training, courses, degree 
programs, and/or workshops can 
enhance career growth, advancement, 
and/or lifelong learning  
 
Investigate how to access and acquire 
various certificates, accreditations, 
and other career credentials  
 
Explore how tuition reimbursement 
options in many organizations 
encourage their employees to 
continue their education  
 
Identify and use career resources to 
obtain information about professional 
development opportunities sponsored 
by professional organizations  
 
Explain how attending and/or 
presenting at local, regional, national, 

Have students 
research professional 
organizations 
connected to the 
fields and/or 
industries that interest 
them.  
 
Identify professional 
development 
opportunities 
sponsored by  
 
Have students read 
technical journals and 
local business 
journals to learn the 
professional 
development 
opportunities that are 
available.  
 

Lecture and class 
discussion 
 
Question and answers  
 
Role playing  
 
Oral presentation 
 
Student portfolio  
 
Student debate 
 
Review catalogs of 
courses offered  

 

Complete 
applications for 
courses and 
workshops pertinent 
to the work position 
 
Portfolio assessment  
 
Quiz and Test 
 
Written report 

 



and international meetings, 
conferences, and workshops 
sponsored by professional 
organizations may lead to career 
growth, advancement, and/or lifelong 
learning  
 
Determine why keeping up with 
technology, systems, and processes is 
critical for career growth, 
advancement, and/or lifelong learning  
 
Research, identify, and explain 
reasons why it is important for an 
individual to consistently possess 
current knowledge and skills  
 
Define role model and mentor as they 
relate to career growth, advancement, 
and/or lifelong learning  
 
 

Have students 
research professional 
development 
opportunities 
available in the local 
community (e.g. 
Chamber of 
Commerce) and 
attend an event, as 
appropriate.  
 
Invite a professional 
development 
specialist into the 
classroom or school 
to offer/simulate a 
professional growth 
seminar. 
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Unit #7: Leadership and Ethics 
  



Essential Questions: What knowledge and skills are necessary to demonstrate an understanding of the impact leadership and ethics 
have in the workplace, community, and the global marketplace?  
Unit Goals: Students will recognize the impact that leadership and ethics have on career and life success.  
Duration of Unit: 14 Days  
Standards: Standard 1: Career Development Students will be knowledgeable about the world of work, explore career options, and relate personal skills, aptitudes, 
and abilities to future career decisions. Standard 2: Integrated Learning Students will demonstrate how academic knowledge and skills are applied in the 
workplace and other settings. Standard 3a: Universal Foundation Skills Students will demonstrate mastery of the foundation skills and competencies essential for 
success in the workplace.  Common Career Technical Core Standards Career Ready Practices https://www.careertech.org/career-ready-practices - Act as a 
responsible and contributing citizen and employee, Communicate clearly and effectively and with reason, Consider the environmental, social and economic 
impacts of decisions, Employ valid and reliable research strategies, Utilize critical thinking to make sense of problems and persevere in solving them  and Model 
integrity, ethical leadership, and effective management  
 

Guiding / Topical Questions  Content, Themes, Concepts, and 
Skills 

Related Activities Teaching Strategies Assessment 
Strategies 

In your own words, what does the 
word leadership mean to you? 
 
Have you ever held a leadership 
position in school or home? 
 
What qualities do you look for in a 
good leader? 
 
How has a leader helped make an 
experience you had better? 
 
Why is it important to have rules of 
order for a meeting? 
 
What is the difference between 
personal and professional ethics? 
 
Why is it important for leaders to act 
ethically? 
 

Define leadership as it applies to the 
broad topic of career management  
 
Investigate, list, and describe 
characteristics of effective leaders  
 
Assess the impact leaders can have in 
the workplace, community, and the 
global marketplace  
 
Describe the purpose of leadership 
organizations and how they promote 
ethics in leadership  
 
Investigate leadership organizations 
in the school, workplace, and 
community which promote leadership 
skills  
Explain and demonstrate 
understanding of parliamentary 
procedure as it applies to conducting 
meetings, clubs, organizations, etc. 

Obtain printed 
information 
pertaining to the 
Code of Ethics for 
specific 
companies/careers.  
 
Have students create 
a Code of Ethics for a 
specific career.  
 
Have students 
analyze the Code of 
Conduct from an 
organization or the 
school.  
 
Have students run a 
class meeting using 
Robert’s Rules of 
Order.  
 

Lecture and class 
discussion 
 
Presentations on 
quality leaders 
 
Presentations on 
fallen leaders 
 
Research report 
evaluating 
Roberts Rules of 
Order and 
suggestions for 
changes 
 
Observe a school 
board meeting and 
look for rules and 
procedures that are in 
place to make the 
meeting run smoothly 

Authentic assessment 
a leader in action  
 
File an official FOIL 
Requests 
 
Grades on written 
reports regarding 
leaders 
 
Summary report of a 
school board meeting 



Can you think of a leader who has not 
acted ethically and explain the 
consequences for this behavior?  

  
Discuss how using parliamentary 
procedures can positively affect an 
organization.  
Discuss how using parliamentary 
procedures can negatively affect an 
organization.  
 
Define personal ethics and 
professional ethics  
 
Explain how personal and 
professional ethics can be 
demonstrated in life situations  
 
Explain how personal and 
professional ethics can be 
demonstrated in employment 
situations  
 
Analyze why it is important for 
leaders to act ethically  
 

Have student research 
leaders of successful 
organizations and 
summarize the 
leadership skills 
contributed to the 
organization’s 
success.  
 
Study Bolman and 
Deal’s five frames of 
leadership 
 
Read excerpts from 
Lee Iacocca’s 
biography  
 
Evaluate Steven 
Covey’s True North 
Principles 
 
Read excerpts from 
Steve Jobs’ 
biography 
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Unit #8: Business Communication and Technological Innovations 
 



Essential Question: What digital communication knowledge and communication skills are necessary to achieve global competence? 
Unit Goals: Students will master the skills and technology necessary to communicate effectively. 
Duration of Unit: 8 Days  
Standards: Standard 1: Career Development Students will be knowledgeable about the world of work, explore career options, and relate personal skills, aptitudes, 
and abilities to future career decisions. Standard 2: Integrated Learning Students will demonstrate how academic knowledge and skills are applied in the 
workplace and other settings. Standard 3a: Universal Foundation Skills Students will demonstrate mastery of the foundation skills and competencies essential for 
success in the workplace. Common Career Technical Core Standards Career Ready Practices https://www.careertech.org/career-ready-practices - Apply 
appropriate academic and technical skills, Communicate clearly and effectively and with reason, Consider the environmental, social and economic impacts of 
decisions , Demonstrate creativity and innovation, Employ valid and reliable research strategies, Utilize critical thinking to make sense of problems and 
persevere in solving them, Use technology to enhance productivity and Work productively in teams while using cultural global competence  
 

Guiding / Topical Questions  Content, Themes, Concepts, and Skills Related Activities Teaching Strategies Assessment 
Strategies 

What are different non-technical 
ways people communicate? 
 
What are technological ways 
people communicate? 
 
What is intellectual property and 
why is it important to protect it? 
 
How can you protect yourself 
from identity theft? 
 
How important is social media 
for business communication? 
 
Why is it important to 
communicate correctly when 
using technology? 
 
What does the saying “say it and 
forget it, write and regret it” 
mean? Have you ever fallen 
victim to this saying? 
 

Define oral, written, and unspoken (body 
language) communication  
 
Assess the different uses of today's 
communication technology  
 
Identify ways to demonstrate respect for 
intellectual property, personal privacy, and 
information security  
 
Develop skills to avoid identity theft and 
maintain identity security  
 
Discuss the role social media plays in 
personal and business communication  
 
Demonstrate how to produce letters, 
memos, and emails correctly for the 
workplace  
Explain how communications may differ 
based on different audiences  
 

Invite a person who works in 
Human Resources or IT to 
speak about how they assess 
employees.  
 
Have students create resumes 
and cover letters for a specific 
job or internship.  
 
Have students compare 
business letters, emails, wikis, 
blog posts, podcasts and 
memos.  
 
Have students view videos 
pertaining to body language in 
the workplace, lunch or dinner 
etiquette, sexual harassment, 
and business introductions.  
Have students evaluate 
communication within the 
school, community, and/or 
workplace and create flyers to 
assist in promoting events.  

Lecture and class 
discussion 
 
Question and answer  
 
Article summaries 
 
Presentations on 
famous cases such as 
NAPSTER  
 
Evaluations of famous 
Social Media SNAFUS 
 
Evaluations of Social 
Media pages 
 
Introduction of 
emerging technology 

Quiz and 
Test 
 
Presentations 
 
Evaluations 
 
Created 
Documents 



Have you ever seen someone 
destroyed by social media? 
 
What does it mean to have a 
“digital footprint”? 
 
Why is it important to be 
mindful of what you post on 
social media? 
 
Should employees be allowed to 
look at your old and present 
social media posts? 

Develop the technical and interpersonal 
skills to access and assess technology 
effectively  
 
Explain how social networking can be 
helpful or harmful in the workplace  
 
Define texting and instant messaging and 
how they are used effectively in the 
workplace  
 
Describe blogs, tweets, wikis, podcasts, 
and discussion boards  
 
Describe what email etiquette is  
 
Explain the ethics of social media and 
communications and how they benefit 
businesses  
 
Define digital footprint  
 
Describe the difference between a 
professional and an unprofessional digital 
footprint  
 
Explain what their digital footprint says 
about them  
 
Describe the importance of online privacy 
and professionalism  
 
Explain why updating privacy settings is 
important  
 

 
Have students prepare an 
agenda and write the minutes 
for a monthly/weekly meeting.  
 
Have students attend a 
professional organization 
meeting or school board 
meeting.  
 
Invite former students who are 
in the field or pursuing a 
technology career to speak to 
the class 
 
Have students evaluate an 
activity within the school, 
community, and/or workplace 
and discuss how technology 
was effective or could have 
been more effective 
  
Working in small groups, have 
students brainstorm a selected 
technological advancement 
and research its influence on 
history.  
 
Working in small groups, have 
students identify an emerging 
technology and report on its 
potential influence on society 
  
In groups, have students find, 
read about, and reflect on 



Describe what prospective employers are 
entitled to investigate  
 
Develop the technical and interpersonal 
skills to use technology effectively  
 
 

cases involving intellectual 
property disputes 
 
Have students find, read, and 
reflect on articles about how 
businesses deal with personal 
use of technology by 
employees during business 
hours. 

 

Additional Resources: NYS Department of Labor https://www.labor.ny.gov/workerprotection/wp_index.shtm NYS Workers Compensation 
Handbook https://www.wcb.ny.gov/content/main/Employers/EmployerHandbook.pdf US Equal Employment Opportunity Center 
http://www.eeoc.gov/ Internal Revenue Service http://www.irs.gov/ Occupational Health and Safety Administrationhttps://www.osha.gov/ Center 
for Disease Control and Prevention https://www.cdc.gov/ New York Committee for Safety and Health (NYCOSH) https://www.nycosh.org/   

U.S. Department of Labor Office of Disability Serviceswww.dol.gov/odep/topics/youth/softskills/softskills.pdf  
Administration for Community Living www.acl.gov/programs/empowering-advocacy/self-advocacy-programs  
 

 

Suggestions on how to differentiate all units: • Students with individual learning styles can be assisted through adjustments in assessment 
standards, one-to-one teacher support, additional testing time, and use of visual and auditory teaching methods such as: simulation application and 
interpersonal skills. • A wide variety of assessments and strategies complement the individual learning experience. 

 

 


