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Employment Readiness Course: Employment Overview: All the Pieces

Lesson Plan

METHOD OF INSTRUCTION:


Group Discussion and Practical Exercise

TIME ALLOTTED:


1 Hour

COURSE PRESENTED TO:


a.  Employment Readiness Manager, GS-0187-08


b.  Installation Volunteer Coordinator, GS-0101/0187-07

TOOLS, EQUIPMENT AND MATERIAL:


a.  Small group instructions and materials as listed in Appendix A

PERSONNEL:


a.  Primary Instructor


b.  One assistant instructor per 10 students

INSTRUCTIONAL AIDS:


See Appendix A

REFERENCES:


a.  AR 608-1


b.  ACS Standards

APPENDICES:


a.  Instructional Aids


c.  Group Exercise

1.  INTRODUCTION (5 minutes)

Note:  Show slide, "Title"

          a.  Reason.  How many of you have clients who truly believe the only employment option is a GS position, OR their only employment goal is a GS position?  For clients set on GS employment, there's not much more we can do but assist them with a Federal Resume.  For other clients however, attendance at a workshop similar to the "Heidelberg Job Market", can make them aware of other opportunities in town. 

Note:  Show slide, "Learning Objectives"

          b.  Learning Objectives.  At the conclusion of the class you will be able to:

Identify employment options

Clarify employment "channels" at your community

Establish a draft lesson plan and/or action plan to offer this type of workshop in your community

          c.  Procedures.  During this class, you will receive a "Train the Trainer" style presentation on a workshop designed to provide a comprehensive overview of your local job market, using  "The Heidelberg Job Market" class as a model.  At the end of the block, your group will participate in a practical exercise that will include all the areas of instruction and is designed to enhance your understanding of the material. 

           d.  Safety.  None. 

2.  DISCUSSION (30 minutes)

           a. Using the slides listed in Appendix A, present the Heidelberg Job Market class.  Discussion should focus on the reasons for using particular slides and the advantages of each.              Elicit input from the students on their experiences in providing this type of workshop or overview.  Have students describe what they see as benefits of providing a Job Market Overview.  

Note:  Show Slide, "Heidelberg Job Market: Title Slide".  This is the generic title slide for all my classes.  I fancy the signpost, which identifies my services, and start all classes with a program review and provide schedules of upcoming classes.  If other ACS classes need a boost in marketing, I talk about them also -- I typically give AFTB classes a plug, as it's free training.

Note:  Show Slide, "Heidelberg Job Market: Objective Slide".  As with all classes, here are the objectives I set for the Job Market Class.  The overall goal of this class is to help clients through the maze of employment opportunities and application procedures for each.  We all know there's a different application process for DoDDS, NAF, GS, DeCA, etc.  This class can eliminate client's uncertainty as well as encourage clients to consider/discover other channels of employment besides a GS job.

Note:  Show Slide, "Employment Overview: Where to begin?"  If you aren't offering this type of workshop and would like to, here are some tips on where to begin.  Write a list of all known employers in your community.  Where are the hot jobs?  This will change from class to class.  Do you have a good location to present this?  What about timing?  I offer this class the week after our newcomer's orientation, FLAG (Families Learning About Germany).  I present a half-hour mini overview and answer questions at the FLAG class and usually, FLAG participants sign up for this class.  This class is also a good way to reach clients who may be re-joining the work force after not working in a paid position in your community.  What employers can you invite?  Having employers come in and talk to applicants is crucial to the success of the class.  I actually call the guest speakers, "recruiters".  The term "recruiter" seems to incite more interest than, let's say, "NAF Personnel" will be there.

Note:  Show Slide, "Heidelberg Job Market: Where to begin?"  Since I haven't met one-on-one with each attendee, I take them through a "mini-assessment".   I mention the importance of identifying skills, experience -- paid and unpaid as well as training and education.  This is a way to prep them for either polishing their resume or getting ready to complete an application.  I suggest if they don't have a resume started and are having difficulty beginning, to grab a job application and start there.

Note:  Show Slide, "Heidelberg Job Market: Employment Factors"  The "recruiters" are especially appreciative of the fact I cover these topics for applicants, and the bank manager -- bank recruiter -- took advantage of the wardrobe topic as a way to segue into his presentation.  I know most of you complete some type of assessment with your clients, but this has been working well in this class to help clients immediately identify that they can only work part-time, locally, or, in some cases, not at all -- with childcare costs and availability, it's just not feasible.  That's one of the reasons I have the Installation Volunteer Coordinator come in also as a "recruiter".

Note: Show Slide, "Heidelberg Job Market: Local Employment Opportunities" This slide serves more as an introduction to a more detailed discussion of those topics, I talk about Veteran's Preference, the U.S. citizen vs. LN market, and then launch into Employment Preferences.

Note:  Show Slide, "Heidelberg Job Market: Employment Preferences" Obviously, effective 1 June this slide will be dated due to the implementation of MSP Choice -- YEAH!.  Does everyone know about the new MSP Choice Program effective 1 June 2001?  While this is a busy slide, I use it as a way to introduce and review the MSP and FMP programs.  How many of you always encounter a client who insists they will use their MSP and FMP when they want to?  Anyway -- we review that here, at least with MSP Choice, for military spouses, we have good news.

Note:  Show Slide, "Heidelberg Job Market: Employment Preferences MSP Choice"  This was the slide I used at my class last week, and will probably use at my next class and then replace the old MSP slide.  The AAFES recruiter jumped right on the MSP Choice and was encouraging clients to take advantage of getting picked up on an intermittent entry level position to earn some money while job searching for permanent employment.

Note:  Show Slide, "Heidelberg Job Market: Employment Preferences Family Member"  The FMP Program slide, used to confirm there is a preference program for family members of civilians and family members up to age of 23.

Note: Show Slide, "Heidelberg Job Market: Local Employment Opportunities"  As closure to this portion, I review a special announcement and Open Continuous Announcements -- have any of you had clients that self-nominated for open continuous announcements?  This is a new concept for some of my clients.  I talk briefly about the SOFA and the fact that for a sponsored U.S. family member there is no requirement to obtain a German Work Permit to work for a German firm.  I cover the Technical Expert Status as well because a majority of contract positions around the Heidelberg Area require it.  Typically, Technical Expert Status requires that the applicant had previously possessed a U.S. security clearance as well as possesses high-speed technical computer or communication skills.

Note:  Show Slide, "Employment Overview: What is your local job market"  I'm confident that you all know where the jobs are in your community.  But, I know for me, I'm one person deep and I depend on my clients as a source of identifying opportunities and employers out there -- especially those "outside the gate".  Identify these folks, have you overlooked anyone?  Call those firms advertising in your local newspapers.  Invite the colleges to come out, or those organizations sending you job announcements.  AAFES, NAF, and DoDDS have been especially supportive of this program in Heidelberg.  Nations Bank, AAFES, and Central Texas College even brought giveaways to the last class!

Note;  Show Slide, "Heidelberg Job Market: Local Job Market"  At this point, the class is different every time.  I review GS/CHRMA positions and mention the "other" agencies, DFAS and the Depot at Germersheim.  NAF, DoDDS, and AAFES send a representative or "recruiter".  Sometimes an agency recruiting non-personal service contracts will come in, if not, I review the bidding process for non-personal services contracts.  Are you familiar with that?  I invite any of the local employers who have "hot jobs" in also, lesson learned, don't ever let NationsBank start off as the first employer -- their benefit package is so good, it was hard convincing my audience to remain and hear about other opportunities!  I invite FCC to come in, and talk about the advantages of a career in childcare or, how based on family situation, FCC might be a good option for someone.  I mention Home Based Business and that a home based business in quarters must be service-based and encourage individuals to make an appointment to see me.  I talk about off-post employment and use successful examples.  Such as, a volunteer in my office, who knows German, picked up the list of language schools in the Heidelberg area, called all 8; 5 were interested; 3 interviewed her within a week, and one landed her an immediate offer as "free lance" language instructor, 25 DM per hour, teaching business English to German executives -- opportunities exist, it's just finding them!  By the way, don't let language be a barrier for your clients either.  One of my clients' works at a software firm in Weinheim where English is the language of the workplace.  And, for the English language instructor, knowledge of German was preferred, but not required.  You'll see the handout I have in my sample packet of an article published on working on the local economy, I advise clients also to check in with Legal if they have specific questions about Foreign Earned Income Credit and the such.

Finally, I have the Installation Volunteer Coordinator come by and talk about volunteer opportunities.  We emphasize agencies that offer reimbursed childcare, as this is sometimes the best "employment fit" for some clients.  

Note: Show Slide, "Planning Your Job Market  Class"  This is a planning tool I use to manage this class -- I find the spreadsheet very helpful in developing the timing and confirming "recruiters".  It's different every time I offer the course, but perhaps this type format will work for you.

Note:  Show Slide, "Heidelberg Job Market: Conclusions:  Remember, there are always options -- we may not be able to get our clients the best fit -- but we can come close.  I emphasize, continuously, to clients the need for them to do homework -- especially if they are applying for GS positions.  Watch job announcements, read them -- are they qualified?  Did they want to continue their education while working?  Then, perhaps a lower paying administrative position at one of the colleges is a good fit for them while they are here.  And now, for those clients needing to bring in cash immediately, if they are flexible, AAFES is a viable option while keeping their MSP intact.  Just as these conclusions fit for our clients, they are applicable to us as well.  Where are the jobs? We, as Employment Readiness Staff, need to do our "homework" as well.

Note:  Show Slide, "Heidelberg Job Market: Objectives reviewed"  I always close my classes with a review of objectives, it's a good way to prompt Q&A, and reminds me to ensure students have completed their evaluations.

3.  PRACTICAL EXERCISE (20 minutes)

Note:  Show Slide, "Employment Overview: Group Exercise"  Let's break up into groups and select one community and as a group, initiate a job market class plan for that community -- if you're not already offering a class like this, if you are, is there a way to enhance the class or make it better?  Groups decide.  I have a worksheet for you to work from, we don't have much time, but perhaps with some brain storming, you can get a good start for one of our colleagues.

           a.  Using the handout as an outline, have groups select one community without this type of class and together, build a Job Market Overview draft lesson plan for that community.  

4.  SUMMARY AND CONCLUSION (5 minutes)

Note:  Show Slide, "Employment Overview: Objectives reviewed" 

           a.   Review objectives, discuss if they were met and merits of a Job Market Workshop. If time allows, compare outlines of classes prepared by groups.
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Instructional Aids

Viewgraphs.

1.  Title

2.  Learning Objectives

3.  Heidelberg Job Market: Title Slide

4.  Heidelberg Job Market: Objective Slide

5.  Employment Overview: Where to begin?

6.  Heidelberg Job Market: Where to begin?

7.  Heidelberg Job Market: Employment Factors

8.  Heidelberg Job Market: Local Employment Opportunities

9.  Heidelberg Job Market: Employment Preferences 

10. Heidelberg Job Market: Employment Preferences MSP Choice

11. Heidelberg Job Market: Employment Preferences Family Member

12. Heidelberg Job Market: Local Employment Opportunities

13.  Employment Overview: What is your local job market

14.  Heidelberg Job Market: Local Job Market

15.  Employment Overview: Planning Your Job Market Class

16.  Heidelberg Job Market: Conclusions

17.  Heidelberg Job Market: Objectives reviewed

18.  Employment Overview: Group Exercise

19.  Employment Overview: Objectives reviewed

Handouts.

             1.  Group Exercise Instructions


2.  One Sample Heidelberg Job Market class handout package

