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Email
Additional Resources:

1. Creating a permanent (non OUSD) gmail account

e Step by step guide on webpage
e Video tutorial (5mins)

2. Getting your email on your phone:
e Downloading gmail app and adding the new account on an iphone
e Adding account on Android
e Turn on notifications

3. Basic email format slides/Lesson Plan
Layout of all emails: cc, subject line, adding attachment, location of greeting
and signature

4. Google Tutorial video on basic format and tips for
professionalism(3mins)

5. Sample Activity for students to engage with the OUSD Summer Internship
site list & practice email skills

Email Content / Script:

1. Asking to arrange a time to talk

e Basic email script / coverletter text for contacting pledged internship
sites

e Basic email script/ coverletter text for soliciting a new internship site.
2. Follow-ing up: Did you receive my email/application?



https://docs.google.com/presentation/d/1e6-OXPprCCWCDArmUpduO8eOn6xcw8BCLB8EYn4rWnU/edit#slide=id.gc060168cf9_0_87
https://drive.google.com/open?id=1y8-nkbraWHIULv_CcE1Rb_dYf-1nw4Y1Nmu3GbW_We4
https://edu.gcfglobal.org/en/gmail/setting-up-a-gmail-account/1/
https://www.youtube.com/watch?v=NXOCa9kzQsk
https://www.wikihow.com/Set-Up-Gmail-on-an-iPhone
https://docs.google.com/presentation/d/11zMuY6QnJtSjbj4sFpvGLlsfWHhYFx-KKXDF_iI_xqQ/edit#slide=id.g65bf42f878_0_93
https://applieddigitalskills.withgoogle.com/c/college-and-continuing-education/en/send-professional-emails/send-professional-emails/review-the-parts-of-an-email.html
https://applieddigitalskills.withgoogle.com/c/college-and-continuing-education/en/send-professional-emails/send-professional-emails/review-the-parts-of-an-email.html
https://docs.google.com/document/d/1iKirZPJ_F3NrH_whefKe2smLdth-gRjx837lb6EevMk/edit
https://docs.google.com/document/d/1C6xgALLc19_iwjotpPFM_pykkZGaol4mbZ_RhnGWWSM/edit

Additional technical skills
e Google tutorial Series #1 and #2 (Archiving, deleting, searching, Adding
links, Unsubscribing from spam list)

Model Lesson Plan: (Designed by Greg Cluster & Camrin Fredrick, Jan 2020)

Phone Skills
Additional Resources: Specific Scripts
e Internship Inquiry Phone/Voicemail/Email Scripts
e Thank you phone & email script
Model Lesson Plan (Designed by Bianca Lorenz & Greg Cluster, Jan 2020)
Resume

Additional Resources:

e Resume Workshop Powerpoint (framed as prep for Resume Review Day)
(Ms. Lorenz, MPA)
Resume Rubric (Ms. Lorenz, MPA)
Resume tips handout for High School students (Ms. Liston, Skyline)
Resume Rubric
Resume Sample 1

Resume Sample 2
Action Verbs for Your Resume (p.4)

Resume Mistakes, Do’s & Don’ts (p.3)
Resume Planner

Resume Typologies
Web tool: Resume.com

Google video tutorial: Create a resume in Google Docs

Tax Forms for
Employment

Model Slide Dec Includes form overviews and images of completed forms

e W-9: Required for independent contractors or recipients of flat stipends (not
hourly wages)

e W-4:Required for people earning hourly wages

e |-9: Required along with W-4s for employees, as proof of legal eligibility for
work in the U.S.

Interviews
(including
professional
dress)

Model Lesson Plan

Alternative/Source Lesson Plans
e Series of lesson plans including role plays and interview tips sheets
(PDF Page 38-63) - From ECCO Curriculum

Interview Skills

Simple in class interview rubric - for teaching

Handshake evaluation tool (by Joshua Nardie, Fremont High)
Interview Tips PPT (by Angela Higdon, Napa Cty Office of Ed)

Interview tips for HS students handout
Interview Bloopers: How to deal with hard moments (ECCCO)



https://applieddigitalskills.withgoogle.com/c/college-and-continuing-education/en/digital-tools-for-everyday-tasks/email-your-friend-or-classmate/gmail-overview.html
https://applieddigitalskills.withgoogle.com/c/en/curriculum.html?audience=high_school&topic=job_skills#%20https://www.lrng.org/hire-kc-youth/playlist/convo-savvy-work-2
https://docs.google.com/document/d/1bRsOx9Ql8tX7gsDo9551w7SaXdrbl49cSj8xfiwaj4g/edit
https://docs.google.com/document/d/1kQTH_6CAmLj_EILwgKEkfsjnsvgUH5nRvFrTfZfdhnA/edit
https://docs.google.com/document/d/1qIpbXQmsGLmyK_TJYISbyQ-K5ZwrpbwEQtOtoVvS_Mw/edit
https://drive.google.com/open?id=1LFrM_-ovZWX6bZO9bPiiNsxLLRBhMTRkbBlGQ_CTS1o
https://docs.google.com/presentation/d/1YWBIeWGLvil6nbSCU4OGJEGHuow3u9rHzvYnlBEhMe8/edit#slide=id.g61bb7a1df0_0_205
https://docs.google.com/document/d/153iz8_naNOgjgp5mNhA6tP8G6tsBfh-mj2wncoORtX0/edit
https://docs.google.com/document/d/1bX1jKCs01kwOAA2bQm-Zv256GSqUpDXsVw5fYjMuBfQ/edit
https://docs.google.com/document/d/153iz8_naNOgjgp5mNhA6tP8G6tsBfh-mj2wncoORtX0/edit
https://drive.google.com/open?id=1RGc5U7YrZAFk6EsAedu9Mxvd6DGTAmEG
https://docs.google.com/document/d/1AjtZY4Hrxj93Qc3PhVmp-fjthWxMwm-0F9dhTFneOcE/edit#heading=h.r7lj2bwp07ry
https://drive.google.com/open?id=1lq3DLXsGLxVC7pcaRmHyghLuhcobsf-p
https://drive.google.com/open?id=1lq3DLXsGLxVC7pcaRmHyghLuhcobsf-p
https://docs.google.com/a/ousd.k12.ca.us/document/d/1cIZVvLNG1zWFcSJpDhOM0y5OOy-uW61d-DRjzP08bhE/edit?usp=sharing
https://docs.google.com/a/ousd.k12.ca.us/document/d/1rho8Ml5EhIOpZ4C4VhLDVwKBBhQfjZgr7sErutU7WSw/edit?usp=sharing
https://www.resume.com/
https://applieddigitalskills.withgoogle.com/c/middle-and-high-school/en/create-a-resume-in-google-docs/overview.html
https://drive.google.com/open?id=1uHc_w5voLCpT_pDHWJHF1iJnm8awC1YlDdQp7097Gzo
https://www.irs.gov/pub/irs-pdf/fw9.pdf
https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.uscis.gov/i-9
https://drive.google.com/open?id=1Y3k834gE9ALQnDumvpMoE0ksjNrptbaUUwD4flK8pJ0
https://drive.google.com/drive/u/0/folders/0B51l3QaaROYIdngweFh0VGZyU0U
https://drive.google.com/drive/u/0/folders/0B51l3QaaROYIdngweFh0VGZyU0U
https://docs.google.com/document/d/19XTFKmyaoAqs2V_ZKrh7pF3pZjZKhYVdN5nl1aWNxjo/edit
https://docs.google.com/document/d/1uDBcL_JL4Qtll4LC2jH5VR8KhJVVlSZZEpvnnHGQ1gk/edit
https://drive.google.com/drive/u/0/folders/1Mv5JyRh9OnzFDDu0TbsOhVVf_-fuOrUY
https://docs.google.com/document/d/10roEhb5uVqeLQAfsePwYLbpcoSsAQAk3KrzglS9C04M/edit
https://docs.google.com/document/d/1n8BRExXlEXF-Qw_oALravvXGDey-snr0Uru5Rwy4RX8/edit

Mock Interviews
e Mock Interview rubric (OUSD)
e Mock Interview Questions (OUSD)
e Mock Interview Agenda for Guests (MPA)

Professional Dress

“Business Casual Dress” PPT (Ms. Miranda, Fremont)

Simple 3 slide ppt

Professional Dress Handout

Professional Dress - Letter to parents explaining expectation (MetWest)

Projects that
require these
skills to be
developed

Life Academy Informational Interview Project (Final PPT template)

MetWest Informational Interview Project Overview

Idea: Students invite professionals to project presentations and events already
a part of school culture

d Capstone - preliminary interest exploration

d Capstone presentations

[ Artist Market

Idea: 10th grade projects:
[ Pathway kickoff: Informational interview project with an industry

Idea: 9th graders:
[ Write emails to teachers to request a pathway?
1 Write emails to older pathway students about their experience or to set
up informational interviews



https://docs.google.com/document/d/1fMXt5xumAh4c6hWX1EkTBz7hswlqs5zMhRiqRSkRA8o/edit
https://docs.google.com/document/d/16uF1pjzzOtN4WPTt63qKb5nAr81jffVdDG5RaXBoxNg/edit
https://docs.google.com/document/d/10m5Sa32e5Gpi4ycezbNmux3aY9ubRFxvl7ZF1UE3Hy4/edit
https://docs.google.com/presentation/d/1_x9tpl6MgfXHG1gFYF6ey-3Q_P9t2JtH3A5sGZT_EQw/edit#slide=id.gd9c453428_0_16
https://docs.google.com/presentation/d/1lNcMZQG3VbXh4K6pzealWsvj52s8vW3HmyrZ380xu-w/edit#slide=id.g34b1fca58c_0_0
https://drive.google.com/file/d/1SRXEJXTTDQiX_5k8xK5OFfNRjmYH-s5P/view?usp=sharing
https://docs.google.com/document/d/17_TjgiLTdEcdVUHhWxJog-QZpiwkCbjb/edit
https://docs.google.com/presentation/d/1qTI0F2J6qd8XVKkv-eEdpzIKHuOKlubXjuzRfeoA1yg/edit#slide=id.g4187ae570b_0_54
https://docs.google.com/document/d/1yzhqbo08Agk6fIhTMuCmHoM-mHH8ijIYVTR5u_c5QM0/edit

