Vocational Connections
Unit 7: Long Term Success at

Work
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Lesson 1: Part 1 and 2 Overview
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Lesson 1: Part 1 P YV AU
What Does it Mean to be a Team Player?
Sp.eakin_gRt&adingWritiﬂ1gLanguage
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7, 8 21, 2, [3b 1 (AH)
Lesson |1 power Point (BPTR!IShi desni?2albl
Materials 2. Chart paper and mar ker.
Instructor |1 preview PPT/BDF slides 2
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Lesson I Part 1 (continued) Ly A
What Does it Mean to be a Team Player?

Lesson Reflectil]o
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Lesson 1: Part 2
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Team Player Map
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Team Player Map
Activity 7:1.1
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Lesson 1 Ly A

Instructor Notes and Suggestions

The foll owing activity sheets wi

Team Player Map

Student
Activity 7:1.1 t hi s sh
We're a Team! refer ep
PO IO 3 means
team pl

Being a team player at your

workplace means that you are

willing to work and interact with

other employees in a respectful -
and professional manner. ‘!i

...have positive
attitudes

«.are trustworthy T ...have self-control

Team players...

...are adaptable ..respect differences
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Lesson 2: Part 1

Developing Relationships at Work
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Team Player Map
Activity 7:2.1
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Activity 7:2.1 (continued)

Conversatilion

QUI CK >PDP

Avoi d asking
too personal
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stronger with a new coworker:




Activity 7:2.1 (continued)
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Lesson 2: Part 2 !

Communicating with Employees and Employers:

Yy A G

Sp.eakin_gRt&adingWr|t|H1gLanguage
ELA/CDOS ELA 1|i1|28tleanlbngc d [112.4 |[112.1 a

1u2.4 | 1112.10(|112.2 b
Standards CDOSgall' ) 3, 4 35b, Yo (2A§H;L)3124'

7, 8 2-1, 2 3b 1 (AH)

1 Power Point (RPH)( &Il 9adeasvdid

Lesson 2. TCowor ker VvsoOAcSuipveirtvyi s70.r2. 2

: 3./Passive, Aggressi ve, of As

Materials 4 Chart paper and mar ker
1 Preview PPR5slides 18

2 Make enough copies of Acti

Instructor 3.Gather chart paper and mar

Preparation |_cn2"': _ _
Video: Part 1Video: Part 2video: Parf
Lesson I ntroduct

1 Review the tips from part
at wor k.
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3.Vier\PT/PDF s20desWL& h each
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Details 4 Explain that in a workplac
go to for help when we nee
beginning a job, they may
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essential.

5.Di scuss that sometimes the
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serious questions might ne
supervisor.
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Lesson 2 Part 2 (continued)
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youtube%20video:%20https:/www.youtube.com/watch?v=o6LcPfnwGec
youtube%20video:%20https:/www.youtube.com/watch?v=o6LcPfnwGec
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Lesson 2 Part 2 (continued)
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Communicating with Employees and Employers

Activity 7:2.2
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Activity 7:2.2

shoul]| | shoul

Wor k Situat
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A customer asked me a qgquestion
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Communicating with Employees and Employers

Activity 7:2.3
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Activity 7:2.3
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Activity 7:2.3 (TEACHER GUIDE)
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Lesson 2

Instructor Notes and Suggestions

The f ol l
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i Student
ctivity 7:2.1 .
~ thi s sh
Activity 7:2.1 ] ‘@I} r e f e r e n
: politics me ans t
Conversation Topics for Y} Team Player Ma
’ Acﬁvity?:z.ly = I t e a m p I

QUICK TIP 323>

Avoid asking questions and shari
too personal until you develop st

Helpful Hints For Talking With
Coworkers 333333
Getting the - (p

Conversation Started: fh‘ 1 j

Yourself
UCQ
!nznrf“:f)g’ afim handsheke
. e

. irgep eye contact

y to your coworkers:

aur disability is YOURS, you
ntil your coworkers know
3 think about:

1 will need to get your job

QUICK TIP 2>>>
Keep conversation
related to work at first,
until you get to know
your coworkers.

rommunicate with you?

we about your medications?

1ssistive technology ?

o, ~ e St
e S art, ;
%c’?y,e E Set the Tone : wHoﬁf;oQUesuons |
4 . Let people know how Worked |2 1AV Yoy,
& higrg 7+
happy you are to have . €%
the job and are looking © What gre Vour

forward to meeting thel
all.

"eSPonS bilfigg

Activity 7:2.2

| should ask
my supervisor

I should ask a

Work Situation
coworker

Acustomer asked me a question
that | don't know the answer fo

I am unsure about how fo punch in

Student s

—

S T L1 S 11 ¢
Communicating with Employees and Employers

w t
d tivityl712.2 e

practice

R ¢ )]

Sokoerlvs Bufbrfiscf |

S
ons 2332

woul d ask
' e L1

di f f rent

Look at each situation. Decide whether you should ask a
coworker or a supervisor for help. Place an “X in the correct

column.

| should ask a| | should ask

Work Situation

coworker | my supervisor

| need some time off from work to
attend a family member's wedding

| am having trouble with a new
machine that | am supposed to

waork.

| am sick with the flu and can't
come in to work today.

I have a question about where to
hang my coat when | arrive at
work.

| need to change my work
availability.




Lesson 2 !

Instructor Notes and Suggestions

8 r -
Communicating with Employees and Employers Activity 7:2.3 (TEACHER GUIDE)

Activity 7:2.3

|dentify which communication style is being used in the
statements below. Use the following codes to indicate your
answer:

Passive, Aggressive, or Assertive?

Tips to Being Assertive

Follow these tips to help you become n
communication with others.

@ Eye contact—Avoid harsh stares. D
talking 100% of the time

.~ Physical contact—Keep a comforta
' i and the person you are talking to

Gestures—Hand gestures can help
but don't over-do it.

‘l)) Voice tone and volume—Your voice
be heard, but not so loud that you owt

. Timing—If you need to talk to somet
< the most appropriate time. Aweek la
too late, while doing it when you are |

',@ Listen—Do not do all the talking. Gi'
chance to respond

239>>

P = Passive

AS = Assertive

AG = Agagressive

Activity 7:2.3

Identify which communication style is being used in the
statements below. Use the following codes to indicate your
answer:

P = Passive AS = Assertive AG = Agaressive

1. "Thatis the durmnbest idea 've ever heard. Don't you ever
think before speaking?”

— 2."Let's rethink this together to come up with a better
solution.”

3. "I guess we can do it that way, even though | really don't
want to”

4. “Look, we can do it my way or not at alli

___ 5. "This is probably the wrong answer but.

6. "l feel uncomfortable when you are too hard on yourself. |
wish you would be gentler with yoursef "

7. "l will not be able o carpool with you. | sometimes work
later than usual.”

8. “Man, you just don't getit, do you?”

9. “Would you mind if we talked for a minute? 1 have a
couple of questions.”

Student s
pract.i

types
| ear ni

the dumbest idea I've ever heard. Don't you ever
fore speaking?”

think this together to come up with a better
we can do it that way, even though | really don't

re can do it my way or not at alll”
probably the wrong answer but

ncomfortable when you are too hard on yourself. |
uwould be gentler with yourseff.”

it be able to carpool with vou. | sometimes work
In usual™

»u just don't getit, do you?”

you mind if we talked for a minute? | have a
of questions.”
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Lesson 3: Part 1 and 2 Overview L'y A U
Developing Good Customer Service Skills
|l n this |l esson, students wil/| | ear
customers in different situations.
V/Students participating in thi
= lstrategies and tips for effective |cu
customer face to face.
2 strategies and tips for effective |Jcu
customer over the phone.
3.how to deal with difficult customegrs
“Students will be able to:
" 1describe the gualities of good cus|to
the phone.
2. handle customers in difficult situat
°‘@Target Out come:
1. Students will understand the i mpor|t a
wor king with customers face to fade
2. Students will have tools and strat
@Measurable OQut come:
1. Students wi |l be able to demonstr s
both in person and over the phone.
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Lesson 3: Part 1 VA

Customer Service Face to Face
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https://www.youtube.com/watch?v=PvyuNt9bTPY&list=PL3F79BA3148626C28&index=6
https://www.youtube.com/watch?v=PvyuNt9bTPY&list=PL3F79BA3148626C28&index=6
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Lesson 3 Part 1 (continued)

Customer Service Face to Face



https://www.youtube.com/watch?v=7rJTAp6G57A&index=10&list=PL3F79BA3148626C28
https://www.youtube.com/watch?v=7rJTAp6G57A&index=10&list=PL3F79BA3148626C28
https://www.youtube.com/watch?v=wFs6tQ07hVw&list=PL3F79BA3148626C28&index=7
https://www.youtube.com/watch?v=wFs6tQ07hVw&list=PL3F79BA3148626C28&index=7
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Lesson 3 Part 1 (continued)
Customer Service Face to Face
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Customer Service Face to Face
Activity 7:3.1

t N2PGARAY3I | b
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A happy cust omer

Be confident
I can show | am con
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Know vyour product or service
I can | earn he product/ service

1 Vv
1 9
1 |

Be pl easant

I can show that am pleasant b
g smiling at th cust omer
7 Speaking with an upbeat voic

Take time to | i sten:

I can show | am |l stening by. ..
g maintaining contact with
g not rushing customer whe

9 not i ' t he cust ome




