· Business Communication

· Weekly Lesson Plan
· “Business Letters-Resumes-Cover Letters”
	· Teacher: Mehmet Sonmezay

· Class: 37 students. Mostly 10th and 11th graders. Some ELL students. I have one student whose English speaking skill is very low other than that everybody speaks and understands English fluently. Most of them have poor writing skills.
· 
	· 

	Week 5
	· Day 1
	Day2
	Day 3
	Day 4
	Day 5

	Topics
	Business Letters- Block style Format
	Business Letters- Varieties
	Writing a Resume
	Resume Formats on MS Word
	Cover Letters

	Standard

&Goals
	1.1.1 Students will demonstrate competency by selecting and using appropriate forms of communications in a variety of situations.

GOALS:

Students will be able to write a formal business letter.


	1.1.2 Compose written business communications that demonstrate the use of critical thinking, decision making and problem solving skills.

GOALS:

Students will be able to write business letters using the computer for different situations.


	1.3 Students will understand the career preparation and job acquisition skills required for employment.

GOALS:

Students will be able define parts of a good resume and define key skill words to include in a resume.
	1.3.5 Students will develop job acquisition documents and preparation skills.

GOALS:

Students will be able to compose and edit a resume using Microsoft Word.


	1.3.5 Students will develop job acquisition documents and preparation skills.

GOALS:

Students will be able to 

Prepare an effective cover letter



	Lecture Notes
	A) Warm-up:

Write a letter to the principal suggesting changes in school with reasons.

B) Lecture(15-20min):

The parts of a formal Business Letter.

C) Activities:

Work on an example. Copy the letter. 

Write it on Word format too.

As a group discuss sample letters from the class. Critiques the style, the language and structure.


	A) Warm-up: 

Write a complaint letter about a customer service representative.

B) Lecture(15-20min):

Formats of complaint letters, proposal letters, thank you letters

C) Activities:

Examine examples of complaint letters and work on realistic business study cases related to complaints.

Use Word to write a thank you letter, complaint letter and proposal letter.

As a group discuss the necessary language to be used in a complaint letter.
	A) Warm-up: 

Make a list of your skills, past work experiences and social activities.

B) Lecture(15-20min):

Work on the resume samples of people at different professional levels.

C) Activities:

Write a rough draft of your resume.

Study the “Skills Inventory for Resumes” worksheet.

As a group work on the sample resume and critique them. Analyze different resume samples.
	A) Warm-up: 

Prepare a rough draft of you resume 

B) Lecture(15-20min):

Demonstrate how to locate resume templates on MS Word. Introduce MS Word’s “Resume Wizard”.

C) Activities:

Use Microsoft Word to type your professional, elegant and other formatted resume types.

Discuss the importance of a good resume.

Examine successful resume examples.

As a pair, analyze your partner’s resume. Point out good and bad sides
	A) Warm-up:

Write a short letter to a prospective employer requesting to be considered for a position.

B) Lecture(15-20min):

The parts of an effective cover letter. What to include, how long should it be.

C)Activities:

Examine examples and work on study cases.

Choose a position within a company and write a cover letter and a resume targeting that position.

Watch a video instruction of how to write cover letters from Business Writing Series.(if time permits).

	Materials
	Overhead, laptops, internet connection, handouts
	Overhead, handouts, laptops, internet connection
	Overhead, handouts, worksheet
	Laptops, internet connection, paper
	Handouts, video player and cd or DVD.

	Assessment
	Letters in MS Word format.
	QUIZ
	Rough draft of the resume.
	Final draft of the resume.
	Rough drafts of the cover letter and resume.


