Employability Standard Level 7 
Site Assessment
 (January 30, 2008)
EM 7.1 Develop a career plan that includes skills, abilities, strengths, weaknesses, values, interests, post-secondary education and financial aid 

	Developing
	Proficient
	Advanced

	· Expresses difficulty in determining work values, interests, strengths and weaknesses.

· Does not understand relation of values, interests, strengths and weaknesses to career choices.
	· Participates in activities to discover strengths, weaknesses, interests, and values.

· Assesses own values, interests, strengths and weaknesses and connects to career choices.
· Explores post-secondary education options.

· Understands the costs of attending post-secondary education.

· Prepares a complete budget for post-secondary education.
	· Analyzes values, interests, strengths and weaknesses effectively.
· Budget for post-secondary education is realistic and balanced.
· Uses information to set goals.


Complete ‘My Career Plan.’ Attach the Plan.
EM 7.2 Participate in extended career explorations which include completing an application, resume and interviewing for a specific job

	Developing
	Proficient
	Advanced

	· Completes an application that contains errors and/or omissions.

· Fails to update resume.

· Interview skills indicate lack of practice.

· Fails to clarify purpose of visit if unclear. 
· Needs assistance from facilitator to ask questions at site visit.

· Is on time most of the time.

· Is prepared with most necessary materials.

· Uses poor eye contact with presenter or lack of interest.

· Shows willing interest and participates in discussions some of the time.

· Attempts to ask questions but is unclear or asks questions which have already been answered.

· Attempts to share what he/she learned but lacks clarity or a relevant connection to his/her own life.

· Some effort is put forth but student does not or cannot do his/her fair share of writing a professional thank you letter.
	· Completes an application that is neat, correct, and reflects best effort.

· Updates resume.

· Practices good interview skills.

· Has questions ready to ask at site.

· Understands purpose/value of field trips.

· Has materials ready (pen, paper, questions, etc.)

· Is prompt in vehicle, ready to go.

· Asks thoughtful, relevant questions during visit.

· Displays appropriate manners and is a good representative of LPSD.

· Conveys interest in site and positive attitude (eye contact, smile, affirmations, and respectful comments).

· Displays good communication skills. 

· Completes required reflection in a quality manner.

· Reflection conveys to others what he/she learned.

· Participates in writing, getting checked, and revising a professional thank you letter to site host.
	· Completes and application that showcases skills and talents.

· Resume contains facts and information that indicate high quality employability skills.

· Interview skills indicate self-confidence and knowledge of own skills and talents.

· Seeks additional information on site by researching and/or asking in-depth questions.

· Encourages others to be prepared/interested, and to positively represent LPSD.

· Takes notes.

· Asks all prepared questions articulately and with interest, expanding when appropriate.

· Acts as a role model and or peer facilitator to improve Experience for group

· Reflections are complete with information about what he/she learned, how it is relevant to life, what might need to be further explored, and how to do that.

· A grammatically correct and articulate thank you letter with personal specifics is written, checked, revised, and sent.


Locate and read 2 resources on job interviewing skills. Cite your resources below. The AKCIS internet site is a good resource, www.akcis.org.

______________________________________________________________

Practice job interviewing skills. 

Update your resume on AKCIS.

Locate and complete a job application.

Interview for a simulated job using your interview skills, application, and resume.

Evaluate your resume. What was the weakest part of your resume and how can you improve it?

____________________________________________________________________________________________________________________________

Complete a self assessment of your interview skills using the Job Interview Rubric. 
Evaluate your interview skills. Which skills need improvement?

____________________________________________________________________________________________________________________________

Attach your resume, application, and Job Interview Rubric.
How can you improve your interview skills?

____________________________________________________________________________________________________________________________
Attach your resume, application, and Job Interview Rubric.

Obtain the document “Want a Job? Alaskan Employers Expect…..”. Review the employability skills that are expected of all employees. The document can be found on the APICC website, www.apicc.org.

Locate 2 jobs in your village and set up a time with each when you can job shadow for 2-6 hours. 

Complete the job shadow forms for each job shadow. 

Ask each job shadow host to complete an Evaluation on you. 

Write a Thank You letter. Use the Thank You Letter Rubric to check your letter.
Attach the Thank You Letter Rubric.
EM 7.3 Refine and present Life Skills Portfolio to an audience
	Developing
	Proficient
	Advanced

	· Portfolio missing contents.

· Contents are incomplete/not thoughtful.

· Contents are messy and not organized.
· Needs prompting to present portfolio.

· Disorganized, unclear.
	· Is complete, organized, in order, and neat.

· Contents are thoughtful.

· Contents reflect best effort.
· Initiates meeting with team.

· Organized, clearly represents experience.
	· Contains additional, relevant information.

· Portfolio is very organized, complete, and attractive.
· Makes appointment with your teacher to present.

· Presents to group.

· Uses Portfolio as part of presentation.


Enter the date the Life Skills Portfolio was updated. ______________________________________________________________
What were the significant updates you made to your Portfolio?

__________________________________________________________________________________________________________________________________________________________________________________________
Enter the date, place, and audience for your presentation of the Life Skills Portfolio.

____________________________________________________________________________________________________________________________

Write a reflection of your presentation.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

EM 7.4 Apply skills for creating and maintaining healthy social and professional relationships (use tact, manners and communication skills)

	Developing
	Proficient
	Advanced

	
	· Demonstrates appropriate manners with adults 
· Demonstrates appropriate manners with peers

· Uses appropriate tone of voice to show respect

· Chooses words that show respect

· Uses words that convey the intended meaning

· Listens to others to understand meaning
	· Vocabulary and body language convey maturity.


These skills need to be demonstrated during job shadows and during daily interactions with others.

EM 7.5 Demonstrate responsibility and accept consequences of one’s choices and actions
	Developing
	Proficient
	Advanced

	
	· Follows rules
· Follows schedule

· Completes chores and/or tasks.
· Accepts advice, guidance, and criticism 

· Understands consequences of choices

· Accepts consequences of choices in a positive manner


	


These skills need to be demonstrated while adhering to daily schedule, rules, and guidelines.
EM 7.6 Maintain an updated personal Wellness and Safety Plan
	Developing
	Proficient
	Advanced

	
	
	


Complete Wellness and Safety Plan, Employability Standards, Level 7.
EM 7.7 Practice independent living skills (show initiative)

	Developing
	Proficient
	Advanced

	· Not punctual.

· Not able to prioritize when working within a budget.

· Does not use a planning process for budgeting

· Budget is incomplete


	· Punctual all of the time.
· Sets priorities when managing time.
· Is able to prioritize when working within a budget

· Uses a planning process when budgeting

· Understands the difference between estimating and actual expenses.

· Creates a budget.

· Understands basics of budgeting including setting priorities.

· Maintains and balances a checkbook.

· Understands credit cards.

· Understands taxes.

· Understands various modes of transportation available in a city.

· Can compare pros and cons of various modes of transportation in a city.
· Understands costs associated with owning a house.
· Can identify a variety of leisure activities available in a city.

· Understands the importance of life-long leisure.

· Understands nutritional needs.

· Plans nutritional meals.

· Understands the importance of regular exercise.

· Participates in regular exercise. 


	· Encourages others to be punctual.
· Assesses priorities and rearranges schedule to meet responsibilities.
· Assists others in budgeting

· Can select and utilize the most economical mode of transportation




Within the constraints of a wage/salary/dollar amount, participates in simulated independent living. Completion of this standard requires the student to locate a job within Alaska that meets their career goal. The student must identify the wage/salary for the job. This wage/salary is used to complete the activities of this standard. You may locate an Alaskan job at the Alaska Job Center internet site via ALEXSYS. You will need to register to use this website.
Cite the resource you used to locate a job in Alaska.

______________________________________________________________
What is the job in Alaska that you have selected?

______________________________________________________________

What is the wage or salary for this job for one month?

______________________________________________________________
Time Management

(a) Prepare a schedule for the month indicating times for school, study, practice, leisure, sleep etc.

(b) Keep a log of how you really spent your time. 

(c) Compare the two and discuss with your teacher any changes you

need to make on how to spend your time.


   (d) Attach your schedule and log.  
Budgeting

(a) Pretend you are responsible for all your household expenses, then prepare a one month budget for housing, food, telephone, electric, TV, transportation, clothes, etc that is within the salary/wage you have identified above.

(b) Identify any budget ‘cuts’ you will have to make.

(c) Discuss this budget with your teacher. 
(d) Attach your budget.
Banking

(a) Using a simulated checking account, for one month write checks to pay for the bills in the budget. Balance your account.

(b) Locate and read a resource about credit cards. 

(c) Write a one page report on the advantages and disadvantages of using a credit card.

(d) Using the calculators found on bank websites, determine the amount of interest that will accrue over 20 years if one PFD is saved. Use the amount of $1000 for the PFD.

(e) Attach your checks, balance, report, and calculations.
Taxes
(a) Obtain a copy of a blank tax form that would be appropriate for your taxes. 

(b) Using the wage/salary information from above, complete the form as much as possible, to include information about your PFD.

(c) Attach the tax form.
Health

(a) List the addresses and telephone numbers of doctors, clinics, and other health care providers.

(b) Update your list of identification numbers and other information you would need in seeking treatment. 

(c) Attach these lists.

Nutrition and fitness

(a) Read about nutrition and fitness. Prepare a fitness schedule and a nutritional menu for a month. Consider calories and food groups/servings in preparing your menu. Cite your resources.
________________________________________________________________________
(b) For a month, try to follow your schedule/menu and keep a log of what you do. 

(c) Compare the schedule/menu and the log and discuss with your teacher any changes you need to make.
(d) Write a one page report on any changes you would need to make to your fitness schedule/menu.

(e) Attach your schedule/menu, log, and report.

Transportation

(a) Using either a website or newspaper, identify a car/truck that you would like to own. Determine the price of the car/truck.

(b) Using the calculator found on bank websites, determine the down payment, and subsequent payments on the car/truck if you were to get a loan for the car/truck.

(c) Identify and estimate maintenance for one year on the car/truck. You may need to talk to some owners of vehicles.
(d) Call an insurance company and ask for the insurance rates for you and your car/truck.

(e) Estimate the cost of registration for your car/truck for one year.

(f) Total the cost of owning a car/truck for one year.
(g) Locate information about the Anchorage bus system on the internet. What is the cost of using the bus in Anchorage? 

______________________________________________________________ 
(h) Write a one page report on the advantages/disadvantages of owning your own car/truck.
(i) Attach your calculations for buying your car/truck, maintenance, insurance, registration, and report.
Housing/utilities

(a)Using either a website or newspaper, identify a house that you would like to own. Determine the price of the house.

(b) Using the calculator found on bank websites, determine the down payment, and subsequent payments on the house if you were to get a loan for the house..

(d) Identify and estimate maintenance for one year on the house. 

(e) Write a one page report on the advantages/disadvantages of owning your own house.
(f) Attach your calculations for buying a home, maintenance, and report.

Leisure Activities

(a) Identify 3 leisure activities in a city that would be of interest to you.
____________________________________________________________________________________________________________________________
(b) Using a resource, estimate the cost of these leisure activities. Write these costs next to the leisure activity above.
(c) What is a life long leisure activity that would be of interest to you?

______________________________________________________________
EM 7.8 Initiate, coordinate and evaluate a community service project 

	Developing
	Proficient
	Advanced

	· Data not gathered.

· Need not identified.

· Plan is missing information.

· Problems are not addressed.

· Implementation not documented.

· Doesn’t see benefit of project.

· Doesn’t evaluate project.
	· Gathers data to determine need for project.

· Data supports need for project.

· Identifies goal, mentor and time line.

· Student documents planning.

· Exhibits problem solving and decision making skills.

· Documents implementation of project.

· Describes the impact of the project on self and those who participated.

· Evaluates project fairly.
	· Gathers more than one type of data to determine need for project.

· All data supports need for project.

· Plan is detailed and written without mistakes.

· Implements plan flawlessly.

· Connects the impact of this project beyond self and those who participated.

· Evaluates and offers revisions as necessary.

· Proficiently presents project to an audience.


Identify a Need

 (a) Ask around the school and community to identify needs. Choose a technique to collect and analyze data. Document your work. Examples of needs: school spirit, homework help, community clean up, elder assistance, cultural heritage

(b) Write a goal that is specific, measurable, achievable, relevant, and has a timeline.

Decide on a Project

(a) Brainstorm possible projects that would meet the need selected. 

(b) Identify a mentor.

(c) Select a project.

Coordinates a Project

(a) Discuss the goal of this project with appropriate adults.  

(b) Identify the tasks, who will be responsible for the tasks, and when will the tasks be completed. 

(c) Consider any costs.

(d) Make specific assignments.  

(e) Determine how the project will be documented and assessed.  

(f) Begin work.

Evaluates own Performance of Project

(a) Discuss own performance with your mentor. Discuss the "ripple" effect of positive actions. 

(b) Discuss what was learned from the project, including specific skills or insights. 

(c) Discuss the strengths and weaknesses of the project

(d) Write a one page evaluation of own performance in completing the project. Include any refinements that you would incorporate in the next project.

(e) Write thank you letters.

Present your  Project

(a) Select an audience to which you can present your project.

(b) Using various media, present your project.

