Statewide Hospitality Bridge Curriculum 
Contextualized Career Awareness Module 

Outcome #1 -  Identify and describe hotel positions
	Module Content - Hotel Positions

	Targeted ABE/ASE Content Standards 
3.W.RB.1 -  Conduct short research projects that use several sources to build knowledge through investigation of different aspects of a topic. Record information needed to prepare report.

3.W.RB.2 - Recall relevant information from experiences or gather relevant information from print and digital sources; take notes and categorize information; summarize or paraphrase information in notes and finished work, and provide a list of sources.

3.W.VU.2 -  Acquire and use accurately level-appropriate general academic and domain-specific words and phrases, including those that signal precise actions, emotions, or states of being (e.g., quizzed, whined, stammered); those that are basic to a particular topic (e.g., wildlife, conservation, and endangered when discussing animal preservation); and those that signal contrast, addition, and other logical relationships (e.g., however, although, nevertheless, similarly, moreover, in addition).

3.R.FL.1 -  Read on-level text with sufficient accuracy and fluency to support comprehension.

3.R.CI.7 -  Integrate information from two texts on the same topic in order to write or speak about the subject knowledgeably.

3.S.PK.1 - Report on a topic or text, tell a story, recount an experience in an organized manner, or present opinions, using appropriate facts and relevant, descriptive details presented in a logical sequence, to support main idea or themes; speak clearly at an understandable pace.

3.S.PK.4  - Adapt speech to a variety of contexts, tasks, audiences, and purposes, using formal English when appropriate to task and situation, and informal where appropriate.

	Targeted ELA Content Standards 
ELP Standard 1 - LI.1.1 - determine a central idea or theme in oral presentations and spoken and written texts

ELP Standard 1 -  LI.1.3 - answer questions about key details.

ELP Standard 1 -  LI.1.5 - summarize part of a text.

ELP Standard 5 -  LI.5.1 - carry out short research projects to answer a question.

ELP Standard 5 - LI.5.2 - gather information from multiple provided print and digital sources.

ELP Standard 5 -  LI.5.5 - provide a list of sources.

ELP Standard 7 - LI.7.2 - use an increasing number of general academic and content specific words and expressions in spoken and written texts.


	Targeted IL IEL/CE Competencies 
EM1. Identify job titles, responsibilities, wages, and places of work.

	Activities & Resources
Activity #1 – Students will be able to identify and describe entry-level positions in the hotel industry:  1) Front Desk Agent; 2) Housekeeper; 3) Bell Person/Porter; 4) Server
· Students research positions using a variety of sources:
· Career OneStop
· Readings:(all located in the Hospitality Career Awareness document)
· “8 Essential Skills for Successful Front Desk Agents” 
· “A Day in the Life of a Hotel Front Desk Agent” 
·  “Housekeeping Professional:  Skills and Career Paths” 
·  “5 Great Jobs for Hospitality Students Still in School” 
·  “6 of the Best Entry-Level Jobs in the Hospitality Industry”         
·  “Server: Responsibilities, Skills and Career Paths”                                                                                     
· Online YouTube videos:
· “Life of a Front Desk Agent” (approx. 2 min)
· “Porter:  An Important Job in the Hospitality Industry” (approx. 4 min)
· “Life of a Housekeeper” (approx. 4 min)
· “Waiter on the Way! 5 Top Skills you Should have to Become a Good Waiter or Waitress” (approx. 5 min)
· Students will take notes about each position using the “Hotel Positions” worksheet (located in Hospitality Career Awareness Resources document) 
· Students will write a paragraph describing the roles and responsibilities of each hotel position.

#2 – Interview a hotel employee
Students will choose one hotel position they researched and contact a hotel to arrange and conduct an interview with a person who works in that position.  
· Students create 5-7 questions to ask the employee
· Students conduct the interview and record answers in a notebook.
· Students write a brief essay (3 paragraphs) describing their interview and containing the answers to their questions
· Students should include a copy of their questions when they submit their essays to the instructor

#3 – Create a brief PowerPoint or Google Slides presentation about one hotel position
· Presentations should include:
· Title slide
· Description of the position
· Responsibilities of the position
· Skills needed for the position
· Requirements to obtain the position
· What about this position interests them
· A list of their sources
· Each student will present their slides to the class
· Audience members should:
· Take notes about the presentation using the “Oral Presentations: Hotel Positions” worksheet (located in Hospitality Career Awareness Resources document)
· Ask the presenter at least one question about the position   

	Assessment 
Student completion of “Hotel Positions” worksheet  
Student completion of four paragraphs describing hotel positions
Student completion of questions and essay for interview with hotel employee
Student completion of PPT/Google Slides presentation
Student completion of “Oral Presentations - Hotel Positions” worksheet

	ELL Resources / Instructor Notes 
· Students might not be familiar with the Career OneStop. Introduce this website and show students how to navigate by using one of the hotel positions.
· Students may have limited experience with PowerPoint or Google slides. Demonstrate how to create a presentation by choosing another hotel position (concierge or valet) and creating the presentation in class.



Outcome #2 - Identify Skills and Complete Job Applications
	Module Content - Job Applications

	Targeted ABE/ASE Content Standards 
3.R.VA.1  - Determine or clarify the meaning of unknown and multiple meaning words and phrases based on level appropriate reading content, choosing flexibly from a range of strategies. a. Use context (e.g., definitions, examples, or restatements in a text) as a clue to the meaning of a word or phrase. c. Consult reference materials (e.g., dictionaries, glossaries, thesauruses), both print and digital, to find the pronunciation and determine or clarify the precise meaning of key words and phrases.

3.R.VA.3 - Acquire and accurately use level-appropriate general academic and domain-specific words and phrases, including those that signal contrast, addition, and other logical relationships (e.g., however, although, nevertheless, similarly, moreover, in addition).

3.R.FW.3 - Understand and use technology systems. a. Demonstrate an understanding of the basic features of computer and network interfaces and use them efficiently without assistance. b. Explore and apply a variety of technology systems and resources (e.g., smartphones, digital cameras, e-books, electronic white boards) to complete learning tasks. 

3.R.FW.4 - Use informational texts, internet web sites, and/or technical materials to review and apply information sources for occupational tasks.

3.W.PD.5 - Perform job-seeking activities on the computer (e.g., conduct an Internet job search, complete an online application, and compose a resume). 

3.S.CC.1  - Engage effectively in a range of collaborative discussion (one-on-one, in groups, and teacher-led) with diverse partners on topics and texts appropriate to skill level, building on others’ ideas and expressing their own clearly. 

	Targeted ELA Content Standards 

ELP Standard 1 - LI.1.1 - determine a central idea or theme in oral presentations and spoken and written texts.
 
ELP Standard 2 - LI.2.1 - participate in conversations, discussions, and written exchanges about familiar topics, texts, and issues.

ELP Standard 2 - LI.2.2 - build on the ideas of others. 

ELP Standard 6 - LI.6.1 - explain the reasons an author or a speaker gives to support a claim.

ELP Standard 8 - LI.8.1 - determine the meaning of general academic and content-specific words and phrases and frequently occurring expressions in spoken and written texts about familiar topics, experiences, or events


	Targeted IL IEL/CE Competencies 
EM4. Complete a job application (paper or online), resume, or cover letter

	Activities & Resources
Activity #1 - Students will identify the differences between hard and soft skills and differentiate these skills on job applications.
· The instructor writes “Hard Skills” and “Soft Skills” on a whiteboard or a large piece of paper at the front of the room.  If class is online, the instructor can create a document ahead of class and share it on the screen.
· The instructor asks the class “What skills do you have?”  “What can you do?” and writes their answers under the appropriate headings.
· The instructor divides the class into small groups and asks them to discuss the skills under each heading and then write a definition for “Soft Skills” and “Hard Skills.”
· Students present their definitions to the class and the instructor writes them under appropriate heading.
· Class works together to create a definition for each skill
· Instructor passes out the “Your Skills” worksheet  (located in Hospitality Career Awareness Resources document).
· Students write the headings under appropriate section on worksheet
· Instructor gives students time to list their skills on “Your Skills” worksheet
· Share copies of “Hard Skills vs. Soft Skills” infographic located in (Hospitality Career Awareness Resources document) for students’ reference.
· Students complete worksheets with their specific skills
· Students put in pairs and share their skills with one another
· Students share their skills with the class and retain these sheets for the job application activity
· Instructor distributes “Skills for Hotel Positions” worksheet (located in Hospitality Career Awareness Resources document) 
· Instructor refers back to headings on the whiteboard and asks students what hard and soft skills would be needed for the specific hotel positions they have discussed in class: Front desk, housekeeping, porter, server
· Instructor asks the class for suggestions and writes the answers under appropriate headings
· Once class agrees on skills for each position, students can write down those skills on the “Skills for Hotel Positions” worksheet (located in Hospitality Career Awareness Resources document)
· Students choose one position they would like to apply for and circle the skills that they possess. Students share those skills with the class.


Activity #2- Students will be able to identify and complete the specific sections of an employment application
· Each student should have a paper application. (Instructor can print blank copies from the “Resume and Applications” section of the Career OneStop website.  Practice Job Application | Jobs | CareerOneStop)
· Job Application Tips.  Divide students into pairs and assign each pair at least one of the “Job Application Tips” found on the Career OneStop website.  Job Applications | CareerOneStop Student pairs read through their assigned tips. Provide dictionaries for students to look up unknown words.
· Student pairs present their tips to the class. Student pairs should indicate on the paper application where their tips could be utilized.
· The instructor reviews all of the tips with the class using the Career OneStop website to ensure students’ comprehension.  

· Instructor projects the application from Career OneStop website so all students can see it (if class is online, instructor should share screen) Practice Job Application | Jobs | CareerOneStop
· Review each section with students, ensuring they understand what is being asked in each section. Refer students to application tips when applicable.
· Instructor should share a completed application with students. Project for students to see and review the information shared on the application.
· Students complete a paper application in class using their personal information and current/previous job experiences and references.  
· Students break into pairs and share their applications with one another.  Students should state at least two items that are good on their partner’s application and 2 that could be improved. Students should refer to the application tips when making suggestions. 
· For further practice give students another blank application and have them complete it at home. Students can share the completed application with the instructor online or bring it to the next class for comments.

Activity #3 - Completing a Job Application Online
· Students will practice completing a Job Application online.  
· Students access the Practice Job Application on the Career OneStop website Practice Job Application | Jobs | CareerOneStop or Online Mock Job Application | Human Resources | Chicago State University
· Students refer to the paper application they created as well as their “Your Skills” worksheet to complete the online application.
· Students should complete the online job application on either website.  
· The websites do not save work. Students should download their applications and save it to a thumb drive or forward it to their own.device.
· The instructor should ask students to send a copy to them for evaluation.


	Assessment 
Student completion of “Your Skills” worksheet
Student completion of “Skills for Hotel Positions” worksheet
Student completion of paper application
Student completion of online application

	ELL Resources / Instructor Notes 
· Students will need access to computers to complete activities.
· Instructors may want to share the infographic with ELL students at the beginning of the Your Skills activity to serve as a reference.
· Students will need access to computers to view the Job Application tips online or instructors can print paper copies for students to use in class.
· Some students (both ELLs and ABE) may have limited or no paid work experience.  Instructors may need to have a discussion about transferable life skills students possess such as cooking, cleaning, managing a home budget, etc.
· Students may also need to brainstorm references (no friends or family) such as teachers, case managers, employment counselors, etc.




Outcome #3 - Interview Etiquette and Interview Questions
	Module Content - Preparing for Job Interviews

	Targeted ABE/ASE Content Standards 
3.S.CC.1  - Engage effectively in a range of collaborative discussion (one-on-one, in groups, and teacher-led) with diverse partners on topics and texts appropriate to skill level, building on others’ ideas and expressing their own clearly. 

3.S.CC.4 - Comprehend key elements of oral information for: d. context, g. evaluation/critique, k. Summaries

3.S.CC.5 - Identify and evaluate oral information for: b. adequacy/sufficiency, c. appropriateness/clarity

3.R.FW.1 - Communicate information, data and observations to apply information learned from reading to actual practice.

	Targeted ELA Content Standards 
ELP Standard 1 - LI.1.1 - determine a central idea or theme in oral presentations and spoken and written texts.

ELP Standard 1 - LI.1.2 - retell key details. 

ELP Standard 2 - LI.2.3 - express his or her own ideas. 

ELP Standard 2 - LI.2.4 - ask and answer relevant questions.

ELP Standard 7 -  LI.7.1 - adapt language choices and style according to purpose, task, and audience with developing ease in various social and academic contexts. 

	Targeted IL IEL/CE Competencies 
EM7. Identify typical and illegal job interview questions and how to respond.

	Activities & Resources
Activity #1 - Identifying and applying appropriate interview etiquette
· The instructor writes “Interview”” on the whiteboard. Underneath write Good Interview and Bad Interview.  
· The instructor asks the class, “What should you do at an interview?” and writes those answers under “Good Interview” and asks, “What shouldn’t you do at an interview?” and writes those answers under “Bad Interview.”  Have students read the answers out loud.
· Distribute “The Interview” worksheet (located in Hospitality Career Awareness Resources document).  Students watch both videos and take notes indicating the characteristics of the good interview and the bad interview.
· Job Interview....good example (approx. 4 min)
· Job Interview....poor example (approx. 4 min)
· Put students in pairs and have them compare their answers. Students may add or make changes to their worksheets as they work with one another.
· The instructor asks each pair to describe a good behavior and a bad behavior. The instructor adds answers to the whiteboard list.
· The instructor asks student volunteers to read through the “Good Interview” characteristics.
· The instructor asks student volunteers to practice the behaviors in front of the class. Conduct a basic interview with simple questions. Remember this is to help students practice the behaviors they’ve learned. 

Activity #2 - Interview Questions 
· Write “Interview Questions” on the whiteboard
· Play the YouTube video “Job Interview....good example” (approx. 4 min)
· Have students write down the questions the interviewer asks using the "Interview Questions” worksheet (located in Hospitality Career Awareness Resources document). Students SHOULD NOT write down the candidate’s answers.
· Instructor projects worksheet to the class.
· Have students read the questions out loud and the teacher writes questions on the projected worksheet.
· Students write down how they would answer the questions asked in the interview.  
· Put students into pairs to compare and comment on answers.
· Then have students share those answers with the class. Using the projected worksheet, write the answers next to the corresponding questions.
· Ask students to think about questions they have been asked in previous job interviews.
· Have students write down these questions and how they answered them on “The Interview Questions” worksheet.
· Students share their questions with the class and instructor adds those questions to the projected worksheet.
· Give class the opportunity to write down these additional interview questions on their worksheet.
· Read through the final list to ensure students have all questions on their lists.
· Read over each additional question out loud and ask students to offer their answers.
· There may be more than one answer to a question.  Write all of them down on projected sheet.
· Give class the opportunity to debate answers
· Put students in pairs and have them practice asking and answering the questions.
· Simulate a brief interview with students.  Ask each student to come to the front of the class and ask them 3-4 interview questions.  


	Assessment 
Students complete “The Interview” worksheet
Students complete “Interview Questions” worksheet
Students respond to 3-4 interview questions


	ELL Resources / Instructor Notes
· Instructors may want to play the videos more than once or slow them down for ELL learners.
· Instructors should make necessary grammar corrections when writing student responses to the interview questions on the whiteboard.
· Instructor should use their judgement if they feel that some interview answers should be changed.
· In the first or last 10-15 minutes of class, simulate interviews so that students can practice their interview behaviors and become comfortable answering questions, especially the behavioral questions. Do this throughout the weeks of the class.
· During the last 2-3 classes of the term, hold mock interviews for all students. Supply students with the “Interview Rubric” (located in Hospitality Career Awareness Resources document) - one for in person classes, one for online classes) and have them “rank” their classmates. Have students give one positive comment and one comment for their classmate to work on. 




Outcome #4 - Resumes 
	Module Content - Creating Resumes for Hotel Positions

	Targeted ABE/ASE Content Standards 
3.R.FL.1 - Read on-level text with sufficient accuracy and fluency to support comprehension.

3.R.FW.1 - Communicate information, data and observations to apply information learned from reading to actual practice

3.W.PD.2  - With guidance and support from instructors and peers, develop and strengthen writing as needed by planning, revising, editing, rewriting, or trying a new approach. 

3.W.PD.3  - With some guidance and support from instructors and peers, use technology, including the Internet, to produce and publish writing as well as to interact and collaborate with others (e.g., email, text, file sharing, multi-media applications).

3.W.PD.5  - Perform job-seeking activities on the computer (e.g., conduct an Internet job search, complete an online application, and compose a resume). 


	Targeted ELA Content Standards 
ELP Standard 1 - LI.1.1 - determine a central idea or theme in oral presentations and spoken and written texts. 
ELP Standard 1 - LI.1.3 - answer questions about key details.

ELP Standard 3 -  LI.3.2 - compose written informational texts about familiar texts, topics, or events.

ELP Standard 5 - LI.5.2 - gather information from multiple provided print and digital sources.

ELP Standard 7 - LI.7.2 - use an increasing number of general academic and content specific words and expressions in spoken and written texts.


	Targeted IL IEL/CE Competencies 
EM4. Complete a job application (paper or online), resume, or cover letter

	Activities & Resources
Activity #1 - Complete a paper resume for a hospitality position
· Students read the article, “Crafting a Standout Hospitality Resume: Top 10 Questions Answered” (located in Hospitality Career Awareness Resources document).
· Students answer questions based on information from the article using “Resume Article Questions” worksheet (located in Hospitality Career Awareness Resources document)
· Students in pairs discuss their answers. Students may make changes.
· Ask student volunteers to share their answers with the class
· Pass out “Resume Template” (located in Hospitality Career Awareness Resources document).
· Project template on the whiteboard and review each section with students.
· Students choose a specific hotel position and tailor their resume to that position.
· Students complete their resumes. Students should refer to the article they read to assist them as they work.
· Pass out “Resume Rubrics” (located in Hospitality Career Awareness Resources document).
· Project a copy at the front of the class. Define a rubric and review the rubric with the class.
· Student pairs exchange their resumes with each other and use the rubric to provide feedback. Students receive back their resumes and the rubrics. Pairs discuss their scores and comments.
· Instructor collects resumes to make comments and returns resumes to students.
Activity #2 - Digital Resume
· Students should have their corrected paper resumes.
· Students watch the video “Optimizing your resume for applicant tracking systems (ATS)” on LinkedIn Learning (approx. 1 min) https://www.linkedin.com/learning/nano-tips-for-writing-a-resume-with-sho-dewan/optimizing-your-resume-for-applicant-tracking-systems-ats?autoSkip=true&resume=false&u=245584842 and take notes on the worksheet, “Choosing a Digital Resume Template” (located in Hospitality Career Awareness Resources document).
· Student pairs compare their answers and make necessary changes.
· Class answers questions together.
· Show students 3-4 examples of resume templates. (Possible resources: Resume - Google Docs, Resume - Google Docs, Download Recent Graduate Resume sample in MS Word, Download Chronological Resume sample in MS Word) 
· Students choose which templates to use for a resume and state why they would choose those templates.
· Students choose one resume style from Google Docs and enter their information
· Print out the students’ resumes.
· Student pairs exchange their resumes for proof reading. Each student needs to look for spelling and punctuation errors as well as keyboarding mistakes.
· Resumes are returned to creators so they can make corrections.
· Students forward their resumes to the instructor to make final suggestions and corrections. 

	Assessment 
Students complete worksheet about resume questions article
Students complete a paper resume template
Students complete questions about ATS and resumes
Students complete a digital resume


	ELL Resources / Instructor Notes 
· The paper resume activity (Activity #1) is for students to focus on crafting a resume for a hospitality position. If students are unfamiliar with creating a resume, the instructor may want to include an activity that focuses on the mechanics of a general resume before moving onto the more focused resume in Activity #2.
· When discussing parts of a resume, students may mention references.  References should not be included on resumes unless the job description specifically asks that references be included.  (See these articles: Q&A: Should You Include References on a Resume? | Indeed.com,  (17) Should You Include References in Your Resume?, and Everything You Need to Know | LinkedIn)
· Completing the paper resume may take more than one class period.  Students could also complete their resumes as homework.
· When students complete their resumes, refer them back to the hard and soft skills they listed in a previous lesson.
· The speaker in the Linked In Learning video speaks quickly. Instructors may want to slow it down, replay it several times, or add captioning.
· Students will need access to computers, iPads, or Chromebooks.
· Depending upon students’ digital literacy knowledge, instructors may need to provide a tutorial for Google Docs before students can complete their digital resumes.
· Instructors should feel free to provide additional resume templates.




Outcome #5 - Job Search
	Module Content - Searching for Jobs in the Hotel Industry

	Targeted ABE/ASE Content Standards 
3.R.FW.1 - Communicate information, data and observations to apply information learned from reading to actual practice

4.R.RS.3 - Follow precisely a multi-step procedure when carrying out experiments, taking measurements, or performing technical tasks. 

3.W.PD.1 - Produce clear and coherent writing in which the development and organization are appropriate to task, purpose, and audience.

3.W.PD.5 Perform job-seeking activities on the computer (e.g., conduct an Internet job search, complete an online application, and compose a resume). 

3.S.PK.1 - Report on a topic or text, tell a story, recount an experience in an organized manner, or present opinions, using appropriate facts and relevant, descriptive details presented in a logical sequence, to support main idea or themes; speak clearly at an understandable pace.


	ELP Standard 1 -Targeted ELA Content Standards 
ELP Standard 1 -  LI.1.1 - determine a central idea or theme in oral presentations and spoken and written texts.

ELP Standard 1 -  LI.1.2 - retell key details.

ELP Standard 2 -  LI.2.3 - express his or her own ideas

ELP Standard 3 -  LI.3.1 - deliver short oral presentations about familiar texts, topics, or events.

ELP Standard 4 -  LI.4.1 - construct a claim about familiar topics.

ELP Standard 4 -  LI.4.3 - provide sufficient reasons or facts to support the claim. 

ELP Standard 5 -  LI.5.1 - carry out short research projects to answer a question.

ELP Standard 5 -  LI.5.3 - paraphrase key information in a short written or oral report.

ELP Standard 9 -  LI.9.1 - recount a sequence of events, with a beginning, middle, and end. 

ELP Standard 9 -  LI.9.3 - use common transitional words and phrases to connect events, ideas, and opinions.


	Targeted IL IEL/CE Competencies 
EM1. Identify job titles, responsibilities, wages, and places of work.
EM3. Identify typical steps in obtaining a job.


	Activities & Resources
Activity #1 - Online job searching
· Ask students how they have searched for jobs in the past (online, paper, word of mouth, etc.)
· If they used online websites, ask what sites they have used.
· Divide students into small groups and have them write a set of instructions for searching for jobs on https://indeed.com/  What do you do first, second etc. Give them a specific hotel position to look for.  
· As a class, student groups describe their instructions for looking for a job on Indeed.com. Write down each list on the whiteboard. Give all groups an opportunity to participate.
· Have students write the instructions for navigating the website in their notebooks.
· Use the instructions to find that job online. Project the search so everyone can see it.  As the instructor navigates the site, have a student at the whiteboard in case changes need to be made to the directions. 
· If changes are made, remind students to make those changes in their notebooks.
· Once the job has been found, read over the directions on the board and have groups follow those directions to find another hotel position on https://indeed.com 
· Using the “Hotel Positions” worksheet (located in the Hospitality Career Awareness Resources document) students complete “Job 1” with information found on Indeed.com.  Groups share their information with the class.
· Students individually find two more positions on Indeed and complete Jobs 2 and 3 on the worksheet.
· Students can report out their information to the class or small groups.
Activity #2 - Online job searching using hotel/hospitality sites
· Ask students for ideas where they could find specific hotel/hospitality jobs (hotel websites)
· Introduce students to HCareers.com  hospitality website. Project website to class.
· Give an overview of the site showing the various pages and how this site can help students find jobs (job postings) and keep jobs (advice articles).
· Students use the site to locate three positions that interest them and complete the “Hotel Positions” worksheet (located in the Hospitality Career Awareness Resources document).
· Students share their findings with the class.
· Introduce students to hotel websites where they can locate jobs at specific hotel companies:  Hyatt - Careers, Careers at Hilton | Hilton job opportunities, Marriott International Careers | Find Job & Career Opportunities, Holiday Inn | Hotel Jobs & Hospitality Careers
· Divide the class into small groups and assign each group a hotel chain and a position to research.
· Students will create a poster about their hotel and the position they are researching.  The poster should contain the following information:
· Name of hotel chain (Hyatt, Hilton, Marriott, Holiday Inn)
· Name of specific hotel brand (Hampton Inn, Holiday Inn Express, Courtyard Marriott, etc.)
· Job title
· Rate of pay
· 3  responsibilities for the position
· 3 qualifications
· 3 benefits
· Group opinion: Would students like to work for this company? Why or why not? The group should give at least two reasons to support their opinion.
· Student groups present their posters to the class. Each member of the group should present at least one piece of information on the poster.
· Class takes notes during poster presentations using “Hotel Positions - Poster Presentations” worksheet (located in the Hospitality Career Awareness Resources document).


	Assessment 
Students complete “Hotel Positions” worksheet using indeed.com website
Students complete “Hotel Positions” worksheet using HCareers.com website
Students complete “Hotel Positions - Poster Board Presentations” worksheet
Student groups complete hotel company/hotel position poster

	ELL Resources / Instructor Notes 
· Students will need access to computers in class for this module.
· There are websites on which students can look for jobs in the hotel/hospitality industry.  Examples: HCareersHospitality and Hotel Jobs, 20,000+ Jobs Hiring Now | Hcareers | Hcareers  and specific hotel company websites (Hyatt, Hilton, Marriott, Holiday Inn, etc.)
· All of these companies own multiple hotel brands: Hilton owns Hampton Inn, Hilton Garden Inn, Hilton Hotel & Resorts, Doubletree Inn, etc. Share this information with students.
· Instructor should be familiar with the layouts of the hotel websites.
· In order to apply for positions, most hotels require applicants to register on their site.
· Activity #2 will require poster board or sheets of butcher paper as well as markers for students to create their posters.
· If the class is online, student groups should create a slide presentation with the same parameters.
· When working with ELLs, instructors may need to review language conventions for describing a multi-step process (appropriate language and using simple clauses).




Outcome #6 - Identify and describe positions in the Culinary Industry
	Module Content - Culinary Positions

	Targeted ABE/ASE Content Standards 
3.W.RB.1 -  Conduct short research projects that use several sources to build knowledge through investigation of different aspects of a topic. Record information needed to prepare report.

3.W.RB.2 -  Recall relevant information from experiences or gather relevant information from print and digital sources; take notes and categorize information; summarize or paraphrase information in notes and finished work, and provide a list of sources.

3.W.VU.2 - Acquire and use accurately level-appropriate general academic and domain-specific words and phrases, including those that signal precise actions, emotions, or states of being (e.g., quizzed, whined, stammered); those that are basic to a particular topic (e.g., wildlife, conservation, and endangered when discussing animal preservation); and those that signal contrast, addition, and other logical relationships (e.g., however, although, nevertheless, similarly, moreover, in addition).

3.R.FL.1 -  Read on-level text with sufficient accuracy and fluency to support comprehension.

3.R.CI.7 -  Integrate information from two texts on the same topic in order to write or speak about the subject knowledgeably.

3.S.PK.1 - Report on a topic or text, tell a story, recount an experience in an organized manner, or present opinions, using appropriate facts and relevant, descriptive details presented in a logical sequence, to support main idea or themes; speak clearly at an understandable pace.

3.S.PK.4  - Adapt speech to a variety of contexts, tasks, audiences, and purposes, using formal English when appropriate to task and situation, and informal where appropriate.


	Targeted ELA Content Standards 
ELP Standard 1 - LI.1.1 - determine a central idea or theme in oral presentations and spoken and written texts

ELP Standard 1 -  LI.1.3 - answer questions about key details.

ELP Standard 1 -  LI.1.5 - summarize part of a text.

ELP Standard 5 -  LI.5.1 - carry out short research projects to answer a question.

ELP Standard 5 - LI.5.2 - gather information from multiple provided print and digital sources.

ELP Standard 5 -  LI.5.5 - provide a list of sources.

ELP Standard 7 - LI.7.2 - use an increasing number of general academic and content specific words and expressions in spoken and written texts.


	Targeted IL IEL/CE Competencies 
EM1. Identify job titles, responsibilities, wages, and places of work


	Activities & Resources
Activity #1 – Students will be able to identify and describe entry-level positions in the culinary industry:  1) Food server; 2) Food Prep Worker; 3) Baker; 4) Host/Hostess;
5) Cook
· Students research these positions using a variety sources:
· Career One Stop
· Readings (all located in the Hospitality Career Awareness Resources document)
·  “Line Cook vs. Prep. Cook”
·  “Pastry Chef, Baker: Different Titles for Same Job?” 
·  “6 Entry-Level Careers in Food Service” 
·  “Servers: Responsibilities, Skills and Career Paths” 
· Online videos
· FFI - HOSTESS TRAINING VIDEO - YouTube (approx. 4 min)
· Waiter on the Way! 5 Top Skills you Should have to Become a Good Waiter or Waitress - YouTube (approx. 5 min)
· Occupational Video - Baker - YouTube (approx. 5 min)
· A Day in the Life of a Baker | Indeed - YouTube (approx. 4 min)
· Fast Food, Private Household, and Restaurant Cooks Career Video - YouTube (approx. 2 min)
· Cooks, Institution and Cafeteria Career Video - YouTube (approx. 2 min)
· Cooks, Short Order Career Video - YouTube (approx. 1 min)
· Day in the Life Short Order Cook - YouTube (approx. 3 min)
· Food Preparation Workers - YouTube (approx. 2 min)
· A Day in the Life of a Cook | Indeed: YouTube (approx. 5 min) 
· Students will take notes about three positions that interest them using the “Culinary Positions” worksheet (located in the Hospitality Career Awareness Resources document).
· Students will write a paragraph for each position they researched (total of three paragraphs) describing the roles and responsibilities.

Activity #2 - Interview someone employed in the culinary field 
Students will choose one culinary position they researched and contact a bakery, restaurant, or institution (school, hospital, etc.) to arrange and conduct an interview with a person who works in that position.  
· Students write 5-7 questions to ask the employee.
· Students conduct the interview and record answers in a notebook.
· Students write a brief essay (3 paragraphs) describing their interview and containing the answers to their questions.
· Students should include a copy of their questions when they submit their essays to the instructor.
Activity #3 – Create a brief PowerPoint or Google Slides presentation about one of the culinary positions
· Presentation should include:
· Title Slide
· Description of position
· Responsibilities of position
· Skills needed for position
· Requirements for the position
· Why this position interests them
· List of their sources
· Each student will present their slides to the class.
· Audience members should:
· Take notes about the presentations using the “Culinary Positions” worksheet (located in the Hospitality Career Awareness Resources document)
· Ask the presenter at least one question about the presentation

	Assessment 
Students complete “Culinary Positions” worksheet
Students interview someone in the culinary field
Students write a three-paragraph essay using information gained from interview
Students complete a PowerPoint or Google Slides presentation about a culinary position
Students take notes about PowerPoint or Google Slides presentations
Students ask each presenter at least one question about their presentation


	ELL Resources / Instructor Notes 
· Students might not be familiar with the Career OneStop. Introduce this website and show students how to navigate by using one of the hotel positions.
· Students may have limited experience with PowerPoint or Google slides. Demonstrate how to create a presentation by choosing another hotel position (concierge or valet) and creating the presentation in class.




Outcome #7 - Behavioral Interview Questions
	Module Content - Preparing for Interviews in the Hospitality Industry

	Targeted ABE/ASE Content Standards 
3.R.CI.1 - Demonstrate the use of a variety of comprehension strategies to increase understanding of text. 

3.R.CI.6 - Explain how an author uses reasons and evidence to support particular points in a text, identifying which reasons and evidence support which point(s).

3.W.PD.1 - Produce clear and coherent writing in which the development and organization are appropriate to task, purpose, and audience

3.S.CC.1 - Engage effectively in a range of collaborative discussion (one-on-one, in groups, and teacher-led) with diverse partners on topics and texts appropriate to skill level, building on others’ ideas and expressing their own clearly.

3.S.PK.4 - Adapt speech to a variety of contexts, tasks, audiences, and purposes, using formal English when appropriate to task and situation…


	Targeted ELA Content Standards 
ELP Standard 1 - LI.1.1 - determine a central idea or theme in oral presentations and spoken and written texts.

ELP Standard 1 - LI.1.2 - retell key details. 

ELP Standard 1 - LI.1.5 - summarize part of a text.

ELP Standard 2 - LI.2.3 - express his or her own ideas. 

ELP Standard 2 - LI.2.4 - ask and answer relevant questions.

ELP Standard 7 -  LI.7.1 - adapt language choices and style according to purpose, task, and audience with developing ease in various social and academic contexts. 

	Targeted IL IEL/CE Competencies 
EM7. Identify typical and illegal job interview questions and how to respond.

	Activities & Resources
Activity #1 - STAR Method and Behavioral Interview Questions
· Write a behavioral interview question on the board (see examples in “Notes” below).
· Give students time to think about their answer and to write it down.
· Ask students to share their answers. Ask students, “Was this question easy or hard to answer?”  “Why or Why not?”
· Tell students this is a behavioral interview question and that these types of questions can be difficult to answer without thinking about them in advance. Give students the description of behavioral interview questions on the “STAR Practice: Interview Questions” handout (located in Hospitality Career Awareness Resources document).
· Ask a student to read the description out loud to the class, including more examples of behavioral interview questions.
· Behavioral questions can be difficult to answer, but using the STAR method can assist students in answering these questions.
· Students watch the video Interviewing Skills: STAR Technique (approx. 3 min)
· Have students write down what STAR stands for on the “STAR Method” worksheet (located in Hospitality Career Awareness Resources document).
· Write STAR on the whiteboard and ask students to state what it stands for (allow room to write after each letter).
· Review the video again (starting at 2:00 where the STAR method is used).
· Ask students to break down the employee’s answer using the STAR method. Write their responses on the whiteboard next to the appropriate letter (answer key located in Hospitality Career Awareness Resources document). Give students the opportunity to discuss/debate answers and make changes as necessary.
· Place students in small groups and give the groups a customer service scenario from a hotel front desk employee (located in Hospitality Career Awareness Resources document). Groups read over the scenario and identify the different parts of the STAR method (Situation, Task, Action, Result). Give groups another copy of the STAR worksheet on which they can record their answers.
· Pairs share their answers with the class.
· Write another behavioral question on the board. Students need to think of an example from their personal experience and apply the STAR method to creating a concise and comprehensible answer to this question. Provide students with another copy of the STAR Method worksheet on which they can record their answers.
· Put students in pairs or small groups. Each student shares their experience with the other students.  
· Students share their experience and their STAR method answers with the class
· Students write out their answers in paragraph form and silently read through their answers.  
· Put students in pairs and have them practice asking and answering the behavioral question.
· Student volunteers demonstrate their answers with the instructor in front of the class.

Activity #2 - Interview questions for hotel positions
· Write “Front Desk Attendant,” "Housekeeper," “Bell Person/Porter,” and “Server” across the top of the whiteboard. Class brainstorms what questions might be asked during an interview for each position. Write their responses on the board.
· Students write questions in the “Hospitality Interview Questions” worksheet (located in  Hospitality Career Awareness Resources document)
· Students partner and brainstorm answers to these questions and write their answers on the “Hotel Interview Questions” worksheet
· Students share their answers with the class. Write answers on the whiteboard for the class to copy on their “Hospitality Interview Questions” worksheet.


	Assessment 
Students complete the “STAR Method” worksheet
Students complete the “Hospitality Interview Questions" worksheet


	ELL Resources / Instructor Notes 
· Instructors should make necessary grammar corrections when writing student responses to the interview questions on the whiteboard.
· In the first or last 10-15 minutes of class, simulate interviews so that students can practice their interview behaviors and become comfortable answering questions, especially the behavioral questions. Do this throughout the weeks of the class.
· During the last 2-3 classes of the term, hold mock interviews for all students. Ask students to evaluate their classmates by providing one positive comment and one suggestion for their classmate to improve.
· STAR method
· Explain what an acronym is
· May need to preteach vocabulary in the STAR video - situation, context
· Examples of behavioral interview questions:
o   Tell me about a time you had to learn something quickly on the job.
o   Tell me about a time you went above and beyond what was expected of you at your      job.
o   Describe a situation where you had to learn something quickly. How did you approach it?
o   Tell me about a time you faced a challenging situation at work? How did you handle it?
o   Describe a time when you had to work with a difficult team member. What did you do?
· Assign more behavioral questions (3-5) as homework.








Outcome #8 - SMART Goals 
	Module Content - Setting and Achieving Goals

	Targeted ABE/ASE Content Standards 
3.R.CI.1 - Demonstrate the use of a variety of comprehension strategies to increase understanding of text.

3.W.PD.2 - With guidance and support from instructors and peers, develop and strengthen writing as needed by planning, revising, editing, rewriting, or trying a new approach.

3.S.CC.1 - Engage effectively in a range of collaborative discussion (one-on-one, in groups, and teacher-led) with diverse partners on topics and texts appropriate to skill level, building on others’ ideas and expressing their own clearly.

3.S.PK.4 - Adapt speech to a variety of contexts, tasks, audiences, and purposes…

	Targeted ELA Content Standards 
ELP Standard 1 - LI.1.1 - determine a central idea or theme in oral presentations and spoken and written texts.

ELP Standard 1 - LI.1.3 - answer questions about key details.

ELP Standard 2 - LI.2.3 - express his or her own ideas. 

ELP Standard 7 -  LI.7.1 - adapt language choices and style according to purpose, task, and audience with developing ease in various social and academic contexts. 


	Targeted IL IEL/CE Competencies 
N/A

	Activities & Resources
Activity #1 - Students will identify SMART goals
· Class reads aloud the “What Are SMART Goals” explanation (located in the Hospitality Career Awareness document) with the class.
· Discuss the individual goals and take questions from students
· Read over the example SMART goal 
· Check for comprehension with the “SMART Goals Worksheet” (located in the Hospitality Career Awareness Resources document)
· Students complete Parts 1-3 on their own
· As a class share answers out loud
· Part 4:  Application
· Students in pairs work to re-write the goal as a SMART Goal
· Students share their work with the class
· Using suggestions from the pairs, instructor writes the SMART goal on the board and labels each part
· Distribute “SMART Goals Practice” worksheet (located in the Hospitality Career Awareness document) 
· Students work individually to rewrite the three goals as SMART goals
· Pair up students to check each others’ work and ensure the goals are SMART goals
· Each student shares a goal with the class
· Class discusses if the goal is a SMART goal
· Instructor collects worksheets to review and comment

Activity #2 - Students will write a personal goal using the SMART goal criteria
· Review the “What Are SMART Goals” explanation (located in the Hospitality Career Awareness Resources document)
· Read over the example SMART goal
· Review comprehension questions 
· Distribute the “SMART Goals Worksheet” (located in the Hospitality Career Awareness Resources document)
· Assign students goal writing partners
· Students should write their SMART goal individually but can ask their partner for advice or to brainstorm.
· Students choose a personal goal to write (instructor can make suggestions if students struggle)
· Students write their SMART goal, conferring with their writing partner as necessary.
· Once students have completed their goals, they exchange them with their writing partners for comments or suggestions.
· Instructor gives each student another copy of the “SMART Goals Worksheet” and students write the final draft of their goals.
· Students share their goals. This can be done through brief presentations to small groups or the whole class.


	Assessment 
Students complete the comprehension questions on the “SMART Goals Worksheet”
Student pairs will re-write the goal as a SMART goal in Par 4 of the “SMART Goals Worksheet”
Students will rewrite the five goals as SMART goals in the “SMART Goals Practice” worksheet
Students will write a SMART goal pertaining to their personal life


	ELL Resources / Instructor Notes 
For Activity 2, the instructor may want to have a few goal suggestions for students that struggle to think of one (examples: organizing a desk, cleaning out a closet, saving money for a project or trip, buying a car, improving computer skills).



Outcome #9 - Setting and Achieving Career Goals
	Module Content - Writing a Hospitality Career-Focused Goal

	Targeted ABE/ASE Content Standards 
3.R.CI.1 - Demonstrate the use of a variety of comprehension strategies to increase understanding of text.

3.W.PD.2 - With guidance and support from instructors and peers, develop and strengthen writing as needed by planning, revising, editing, rewriting, or trying a new approach.

3.S.CC.1 - Engage effectively in a range of collaborative discussion (one-on-one, in groups, and teacher-led) with diverse partners on topics and texts appropriate to skill level, building on others’ ideas and expressing their own clearly.

3.S.PK.4 - Adapt speech to a variety of contexts, tasks, audiences, and purposes…


	Targeted ELA Content Standards 
ELP Standard 1 - LI.1.1 - determine a central idea or theme in oral presentations and spoken and written texts.

ELP Standard 1 - LI.1.3 - answer questions about key details.

ELP Standard 2 - LI.2.3 - express his or her own ideas. 

ELP Standard 7 -  LI.7.1 - adapt language choices and style according to purpose, task, and audience with developing ease in various social and academic contexts. 


	Targeted IL IEL/CE Competencies 
N/A

	Activities & Resources
Activity #1 - Students will write a SMART goal to help them explore a potential career in the hospitality field.
· Students choose either the hotel industry or culinary industry to pursue their goal
· Students will read about entry level positions in both industries and choose one job that interests them.
· Culinary reading - 6 Entry-Level Jobs in Food Service (located in the Hospitality Career Awareness Resources document)
· Hotel reading - 6 of the Best Entry-Level Positions in the Hospitality Industry (located in the Hospitality Career Awareness Resources document)
· Students will review SMART Goals by reading What Are SMART Goals? (located in the Hospitality Career Awareness Resources document)
· Instructor gives students the opportunity to ask questions to ensure they understand SMART Goals and how to create them
· Instructor asks students to think of one goal that could be a step on the path to meeting a career goal.
· If students need help thinking of a goal, provide some examples (examples 
· provided in the “Notes Section” below)
· Distribute copies of the “SMART Career Goals Worksheet” (located in the Hospitality Career Awareness Resources document)
· Assign writing partners
· Students will write individually but confer with their partners 
· Have the partners work on one section at a time
· Individual students complete the section
· The partners exchange sections and make comments
· Individual partners make corrections to their section
· Partners move onto the next section
· Students continue with this pattern until all sections are completed
· Students write out the goal as a complete statement (1-2 sentences)·  
·  Instructor has students exchange their SMART goal with another student for comments
· Students write a final draft of their SMART goal
· Share that goal with the class
· Class should provide constructive feedback to each student
· If necessary, allow students time to rewrite their goal to include class feedback

	Assessment 
Students will read about jobs in the hospitality industry and choose one job to pursue
Students will complete a SMARTgoal worksheet to set one goal that will help them pursue a career in the hospitality field.
Students will write a completed SMART goal to help them pursue a career in the hospitality field


	ELL Resources / Instructor Notes 
Examples of career goals students could use:
· Applying for a job with a hotel, restaurant, or events company
· Job shadowing someone in a hospitality job
· Interviewing someone about a hospitality job
· Researching a specific job
· Researching training or certification
· Applying for training and certification
· Completing training or certification




