Course:
01.012  Ag Leadership and Personal Development

Unit 14:
Keeping the Job
Lesson 1:
Skills Wanted by Employers

QCC:.
.38, 51, 66, 74, 75, 82, 101, 131, 149, 176, 191, 208, 228, 244,
63, 279, 302, 314, 344, 366, 381, 413, 431, 451, 469, 487
Objectives: 

1.
List skills necessary to remain on the job.

2.
Analyze the relationship necessary to remain on the job.

3.
List ways to show a high ethical standard on the job.


Teaching Time: 


2 Hours

References:
Ricketts, Cliff. Leadership Personal Development & Career Success. Delmar 


Publishers, Inc. Albany, NY. 

Georgia Ag Ed Curriculum CD, PP_Skills_Wanted_by_Employers_01012-14.1
Materials and Equipment:
Handouts 14.1.1-14.1.3

Teaching Procedure

Introduction and Mental Set
Read the following story and have the students listen very carefully:

Elmo the engineer accepted a great job offer.  He would be working with one of the premiere agricultural machinery corporations.  Why shouldn’t he be hired?  He was the top graduate in his agricultural engineering class at the University of Georgia.  He had great credentials.  The corporation wasted no time in offering him the job.  The first day on the job, Elmo got to work late.  His alarm clock didn’t go off and then he couldn’t find anything to wear.  When Elmo finally got to work, his boss asked him why he was late.  Elmo exclaimed that it wasn’t his fault.  In addition, the only thing Elmo could find to wear was a golf shirt and a pair of blue jeans.  He couldn’t help it if that is the only thing he had clean.  Later in the morning, Elmo had a meeting with the team of engineers in which he would be working.  They discussed plans for developing a new type of chemical sprayer.  Elmo exclaimed.  “This is all okay, but I would rather work by myself on a project.”  At the water cooler, Elmo lost track of time because he was too busy gossiping to a fellow employee.  He was almost late for is next meeting!  After the meeting, he took a long lunch break.  After all, it was his first day of work and he deserved it.  After lunch it was time to begin working on his project.  He decided, though, that he would work on plans for a new cultivator, not that sprayer.  When he finished those plans, wouldn’t his boss be so happy?  He thought he might even get a raise. At the end of the day, his boss called him in.  Elmo, we have a problem.  I think I’m going to have to let you go. Elmo was so surprised!  How could this have happened?

Discuss with the students what Elmo did wrong.  Have them list the mistakes that Elmo made.  Explain to the students that although Elmo’s example may seem a little extreme, mistakes like Elmo’s are all too often made in the workplace.  Explain to the students that although in the preceding chapters they learned how to get a job, they must also learn how to keep their jobs.

Discussion
1.
There are many skills that are necessary for a person to get a job and then keep that job.  Using the text, enumerate several skills that are desirable to employers.  

A.
Display and discuss handouts 14.1.1-14.1.3

B.
Discuss these skills and their importance in the workplace.  

2.  
The relationship of an employee with his/her employer and fellow employees in important in job retention.  It also makes a job more enjoyable if there is a good working relationship.  

A.
The qualities that help make a successful relationship are: 

· Positive attitude

· Cooperative

· Dependable

· Trustworthy

· Hard worker 

· Respecting others

· Handling criticism

· Exhibiting appropriate dress and grooming

· Showing initiative

· Being diligent 

B.
Take each one of these qualities and discuss in length.  

C.
Discuss the importance of each in the working relationship.  Note that these are also qualities that will help in any type of relationship.

3.
All the skill in the world will not help an employee if he or she has no sense of ethical standards.  

A.
Stress the importance of ethics in the workplace.  

B.
Discuss the ways in which you can show a high ethical standard on the job.  

C.
Following is a list of situations, read these to the students and have them decide if the people in the situations, read these to the students and have them decide if the people in the situations are exhibiting ethical or unethical behavior.  

D.
Discuss why the behavior is ethical or unethical.

· Hannah is a cosmetics salesperson in a local department store.  A customer needed a blemish cream that would rid her of a blemish overnight.  Hanna sold her the only blemish cream that they had, not knowing how long it would take for it to work.

· Bob works at a local nursery.  A customer wanted the two flats of periwinkles he had left.  However, they were covered in whiteflies.  Bob informed the customer of the problem with the whiteflies and offered her a discount on the flowers.

· Lori works at a local florist.  When a customer came in with complaint, she handled it with a smile and offered to give the lady’s money back.

· Harry works for a paint store.  He accidentally miscalculated his hours for the week.  He decided that he would make up the accident the following week.

· Larry works in a horse farm.  He was supposed to clean the horses’ stalls before the end of the day.  He cleaned all of them except for one because he had to hurry to football practice.  He would clean the stall first thing tomorrow afternoon.

Summary
There are many skills necessary for employment and for retaining a job.  Employees need to have personal management skills, teamwork skills, and academic and technical skills.

Evaluation

As a wrap-up activity in addition to any written test, you may want to consider having the students work in groups and present skits of acceptable and unacceptable work habits.  Have half of the class present a situation where the person is an exemplary employee.  The other half should present a situation where the person has poor work habits.  After each skit, discuss the situation to reinforce the information presented.

14.1.1

General Skills that Every Student Should Have
PERSONAL MANAGEMENT SKILLS
· Attend school/work daily and on time

· Meet school/work deadlines

· Develop career plans

· Know personal strengths and weaknesses

· Demonstrate self-control

· Pay attention to details

· Follow written instructions and directions

· Follow verbal instructions and directions

· Work without supervision

· Learn new skills

· Identify and suggest new ways to get the job done

14.1.2

General Skills that Every Student Should Have
TEAMWORK SKILLS
· Actively participate in a group

· Know the group’s rules and values

· Listen to the other group members

· Express ideas to other group members

· Be sensitive to the groups members’ ideas and views

· Be willing to compromise if necessary to best accomplish the goal

· Be a leader or a follower to best accomplish the goal

· Work in changing settings and with people of different backgrounds

14.1.3

General Skills that Every Student Should Have
ACADEMIC AND TECHNICAL SKILLS
· Read and understand written materials

· Understand charts and graphs

· Understand basic math

· Use mathematics to solve problems

· Use research and library skills

· Use specialized knowledge and skills to get the job done

· Use tools and equipment

· Speak in the language in which business is conducted

· Write in the language in which business is conducted

· Use scientific method to solve problems
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