VIP Job Preparation Curriculum

A portion of the VIP Curriculum will focus on Vocational ESL. Here are the objectives for each level.  The students will be able to:

Level 1:

· Fill out a simple application form 

· Understand the difference between “Miss, Ms., Mrs., Mr.”

· Make simple “I am” statements

· Make simple “I can” statements

· Make simple “I was” statements

· Understand some job titles and skills

· Answer questions about “Personal Information,” e.g. name, address, phone number

· Call in when absent or late

· Ask simple questions to business representatives at the VIP Mock Job Fair

Level 2:

· Fill out a practice job application

· Be able to use “Miss, Mrs., Ms., Mr.” correctly

· Understand the difference between job titles, job duties and job skills

· Know the duties and skills for some entry level jobs

· Give short answers to simple interview questions, “I am…I can…”

· Use the past tense to talk about work experience, duties, skills, “I was…I worked as…”

· Understand introductory specific vocational vocabulary for field

· Understand vocabulary for general work sites: office, restaurant, etc.

· Use basic ”polite language” and customer service language

· Use very basic listening and speaking skills on the telephone

· Ask and answer questions at the VIP Mock Job Fair 

Level 3:

· Fill out a more complicated practice application

· Be able to use “Miss, Mrs., Ms., Mr.” correctly.

· Answer more complicated interview questions with more details about their skills and experience

· Understand and use more vocational vocabulary targeted to their chosen field including talking about why they want a specific job

· Interview a staff person at their VIP site

· Use more complicated “polite language” and customer service language

· Use more advanced listening and speaking skills on the telephone

· Ask more realistic “job fair” questions at the VIP Mock Job Fair

· Be familiar with more detailed job skills and job duties

· Have knowledge of basic job safety

· Be familiar with simple job ads

Level 4:
· Fill out a practice application more completely

· Be able to use “Miss, Mrs., Ms., Mr.” correctly

· Answer more complicated interview questions with more complete examples

· Identify different ways an interviewer may ask the same question e.g. “What are your strengths?”  “Why should I hire you?”

· Answer questions from job application about past experience using the vocational vocabulary

· Use more complicated customer service language and “polite language,” e.g. “Would it be possible?”

· Conduct a “practice” informational interview with staff on site

· Conduct an informational interview and make a presentation about it to the class

· Answer questions about job skills, duties, etc. as a business representative at the VIP Mock Job Fair

· Be familiar with more detailed job skills and job duties

· Have more detailed knowledge of job safety

· Practice more advanced telephone skills

· Call and confirm an appointment

· Call and leave a message

· Write down simple messages, phone numbers, addresses

· Understand sample resumes, cover letters and thank you letters

Level 5/6:  (These students will have 10 hours of VESL classes and 25 hours of subsidized work experience (through CJP).  The VIP instructor will coordinate curriculum, “homework,” on the job assignments, etc, with the worksite supervisor):

· Answer more complicated interview questions from job application

· Answer “situational” interview questions

· Use the present perfect tense when talking about experience, skills, duties, etc.

· Conduct a “simulated” interview at a “real” office that will be audiotaped

· Understand and use more complicated “on the job” vocabulary and cultural concepts

All levels with increasing difficulty:

· Use public transportation

· Understand and give directions

· Follow instructions and ask for clarification

· Understand and use “on the job” vocabulary

· Understand cultural concepts and expectations at work including: how to talk to a supervisor, how to ask for time off, workers’ rights, etc.

· Be familiar with workers’ rights
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