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Nebraska careers are organized in six career fields, as shown in the model. The six 
fields include the 16 Career Clusters, which group careers that involve similar work.   
The College and Career Readiness skills in the center circle are needed in every 
career.  



Curriculum days 

SCHEDULE FOR EVERY WEEK DURING CAREER PERIOD 
 
 

Monday:      Grade check day and curriculum introduction 
 
Tuesday: 
Wednesday: 
Thursday: 
 

GRADE CHECK: 
Every Monday will be a grade check day.  Have your students log in to their 
PowerSchool accounts.  Look at those students who are performing at a high level and 
those not performing up to their ability.  Things to check for are late papers or zeros, 
students performing very low, missing classes, attendance, etc.  Make sure you repeat 
to your students that are struggling how important it is to turn work in and get help.  
Calls to home would also help.  Finally, praise those students who are performing well 
and use them to work with students who are struggling. 
 
In addition to grade checks on Monday, use the extra time to introduce the curriculum to 
your students for the upcoming week(s). 
 
CURRICULUM DAYS: 
These days are to be followed using the packet curriculum.  The curriculum provided 
will include several of the college and career readiness skills from the center circle of 
the career field model (see cover of binder).   
 
This is a time to get to know your students outside of the classroom setting.  If a student 
can build a relationship with you, then that could make a difference for that child.  They 
may not work with you in a classroom setting (yet), but they might see you in a different 
light than a teacher and vice versa.  Take these days seriously, because these are the 
foundation for this period. 
 
Teachers will meet on Fridays during in-service time (immediately after school) to go 
over the upcoming week’s curriculum. 
 
OUTLOOK DAY: 
The last day of the semester will be used as an outlook day for the entire semester.  
Students and teachers will complete surveys pertaining to the career curriculum.  
Students will also reflect on their personal growth during the semester. 
 
ACCOUNTABILITY: 
Some of the units in this curriculum will require the students to print results.  Sometimes 
this will be one printed copy for your entire group.  Sometimes each student will have 
something to print.  Please place the printed copies behind the curriculum for that 
particular unit.   



 
 
 
WEEK 1 (August 19-22) 
 
SKILL:  Set up an e-mail account/Nebraska Career 
Connections account/PowerSchool account. 
 
OBJECTIVE:  The students will create accounts for Nebraska Career Connections and 
set up a school e-mail account.  Students will also log in to their PowerSchool account 
to be sure all classes are correct, etc.   
 
PREPARATION:   
	   Help students create e-mail accounts that will be used for school-related 

projects/assignments.  They will need to create a Wausa Schools e-mail.  All 
other e-mails (gmail, yahoo, etc.) will not work at school.  Check all students’ e-
mail addresses to be sure it is a professional, appropriate address for school use.   

 
Next, help the students either create a Nebraska Career Connections account or 
log in to an existing account.  See the following sheet for the instructions on how 
to create an account on the Nebraska Career Connections website.  Past 
students will already have an account.  Have them check to see if they can still 
log in to their account.  User names should be the student’s first initial and their 
complete last name along with their birth month and day.  Please put everything 
in lowercase.  The password should be viking or vikings—all lowercase.  If they 
are not able to get logged in, have them come and see Mrs. Friedrich either 
before or after school.  You may want to write down your students’ 
username/passwords for future reference.   
 
Once the students have their career connection account set up, have the 
students log in to their PowerSchool account.  Check to see if their class 
schedule is correct, etc.  If not, please have those students see Vicki or Mr. Conn 
before the week is up.  You will not be able to send them to Vicki during the 
career period as she will not be in the building at that time. 
 
Sometime during this week, please go over the career period curriculum with 
your students. 

	  

	  

	  

	  

	  

	  



 

WEEK 2-3 (August 26-29 and September 2-5) 

SKILL: Personal Career Development 

OBJECTIVES:  Students will complete the three assessments on the Nebraska Career 
Connections website to find which career(s) fits their interests.  Students will then 
research and find three jobs based on the results from the assessments.  Finally, 
students will complete the Occupational Trial Plan. 

PREPARATION: 

The students will log in to their Nebraska Career Connections account and take 
the three assessments:  Kuder®	  Work	  Values	  Assessment,	  Kuder®	  Skills	  
Confidence	  Assessment,	  and	  Kuder®	  Career	  Interests	  Assessment.  These 
assessments do not take very long so you should be able to finish in plenty of 
time.  Older students have taken these assessments in the past, but we are 
asking them to retake the assessment to see if their interests have changed or 
not.  Please refer to the handout from week one for the activation codes for each 
assessment.  Have the students take a screen shot of their results and save in a 
word document.  (To take a screen shot, hold down command shift and 4.) 

 

Now that the students have a particular career field chosen based off the results 
of their tests, the students should find a job title within that field.  For example, 
the career field is blue (Human Services and Education), the job title is Art 
Teacher.  Students should then locate three jobs that closely reflect the results.  
They may locate the jobs by looking in the help wanted section of a newspaper 
or on an online website.  In a word document list the job description and any 
other information listed in the help wanted ad.  Print.  

 

The next few pages include a handout that you will need to make copies for your 
students and you as an instructor. The handout asks you and the students to 
complete the Occupation Trial Plan.  Please collect the completed handout from 
the students and give to Mr. Conn.   



WEEK 4-5 (September 9-12 and 16-19) 
 
SKILL:  How Résumés Are Changing 
 
OBJECTIVE:  The students will prepare a résumé.   
 
PREPARATION:   
 The following information should be shared with the students regarding the “Do’s 

and Don’ts” of preparing their résumés.  These sections can be listed in this 
order, with the exception of the Performance Highlights/Education/Experience 
sections.  These may be in a different order depending on each individual 
student.  Younger and less work experienced/less volunteer experienced/etc. 
students will want to list education first. 

 
• Contact information.  Do include name, phone number that you will more 

than likely answer, and (professional, not hottie@yahoo.com) e-mail address 
but consider eliminating a physical address, especially if the position is 
outside the geographic area.  Be sure you cell phone or home phone, 
whichever you list, has a ‘business appropriate’ voice mail greeting and you 
plan to answer your cell phone in a professional manner. 

 
• Job Objective.  Don’t do it.  Job objectives are either so generic or so full of 

outdated phrases that these statements are often ignored. 
 

• Career Profile.  Do include.  This would include what the student is interested 
in and why.  Include why the student thinks this is the right fit for them--which 
characteristics are they good at that would make them the perfect fit for a 
career in this field. 

 
• Performance highlights.  Do include this section if the student has had 

internships or work experience, including team projects, because these skills 
are transferable to the workplace.  Two to three sentences should do it.  
Strive to capture your most significant achievements or what makes you a 
unique fit for the company.  These achievements should be focused on how 
you can help the employer and not on what you are looking for.  
Extracurricular activities could be added here.  Along with volunteer work.  
This section may be omitted if the student has nothing to add here. 

 
• Education.  Do include it, placed where it serves the student best.  A strong 

student in a well-respected program can use the name of the school and the 
course of study to “wow” the employer, especially if the student has minimal 
work experience and omits a performance highlights section.  Certifications 
may also be listed here.  In fields where experience counts more than 
education, list experience first.  If a student would prefer to add an 
“Extracurricular” section, that could be done here if not done in the 



“Performance Highlights” section.  Honors achieved in the extracurricular 
activities could be added here as well. 

 
 

• Experience.  Don’t list just job duties; do list the results of your efforts.  
Express these results using key words.  It’s not enough to merely list these 
words without also describing or demonstrating how the student uses those 
skills.  It’s one thing to say you have good communication skills; it’s much 
more impressive--and believable--if you can provide an example.  
EXAMPLES:  “Created and delivered a sales presentation that effectively 
persuaded 92% of all client calls to upgrade to premier servers.”  or “Used 
effective communication skills to successfully lead student meetings as the 
fundraising VP of Wausa’s Student Council.”  For a list of key words, google a 
profession and read job postings to see which skills and requirements 
repeatedly appear.  Or go to O-Net Online (http://www.onetonline.org) or the 
Bureau of Labor Statistics (http://www.BLS.gov), which pairs keywords with 
their relevant occupations. 

 
• References upon request.  Don’t include this sentence.  Employers 

check references after they’ve interviewed you and like what they see.  Do 
have a list of references that includes complete contact information 
(name, work address, work phone, and work e-mail).  And do get permission 
from your references first.  Typically, find three references that know 
characteristics, etc. of the students.  Family should be excluded from this list.   

 
• EXTRAS??   

o Photo.  Common in Europe but not yet in the United States.  Would 
probably say no to this. 

o QR Code.  Depends on your career.  If you are applying for a technology 
job, add it.  If you have a professional website that shows your work, etc., 
add one.  This is really up to the student.   

 
Standing Out.  The bottom line is to keep everything simple and relevant to the 
job you’re seeking.  Prospective employers spend very little time scanning a r--
about six seconds--before making the initial “fit/no fit” decision.   
 
Make sure the résumé is one page long (more than one page would be OK if the 
student had more than 6-8 years of experience), has lots of white space 
(generous margins and bullets), and appears clean and crisp.  Color (in headings 
or in line separating major sections) is optional.  The student may use Word to 
design their résumé or go online to any website that offers this service free--
Nebraska Career Connections, etc. 
 
Rely more heavily on content than format.  No matter what the grade point 
average, a student can impress an employer by compensating with leadership 
positions in student organizations, work experiences, and volunteer work that 



provides opportunities to develop applicable skills (communication, collaboration, 
leadership) and demonstrate drive and work ethic. 
 
Older students will need to revamp their résumés that were prepared last year.  
New students will need to start from scratch.  Younger students may not have 
much information to include, but at least they will be starting their baseline 
résumé. 
 

  



 
WEEK 6-7 (September 23-26 and September 30-October 3) 
 
SKILL:  Interviewing 
 
OBJECTIVE:  The students will practice answering behavioral interview questions.   
 
PREPARATION:   

The next page includes a handout that you will want to make a copy for each 
student in your career period.  The handout uses the “STAR” technique when 
trying to come up with an answer to typical behavioral interview questions.  A list 
of questions appear on the backside of the handout.  All questions begin with 
“Tell me about a time when you . . .”  Behavioral questions are different than 
situational questions.  Employers want to know what the student did in a 
particular setting vs. what the student would do in a particular setting. 
 
First, have each student key their answer (using the STAR Technique) to a 
couple of questions from the list.  Save their work.  Next, have the students pair 
up with another student and ask questions from the list (not necessarily the 
questions they keyed earlier).  Finally, set up interview times with the students 
and you (the teacher) take turns interviewing them.  You may want to audio 
record the interview so it can be critiqued at a later time.  While the other 
students are waiting for their interview, they could be finishing up or perfecting 
their résumés.  Students will also need personal business cards that include their 
name and contact information.  This is something they could be working on as 
well while waiting for their interview.  

  



WEEK 8 (October 7-10) 
 
SKILL:  Networking 
 
OBJECTIVE:  The students will build a professional network.   
 
PREPARATION:   

The definition of networking is “a group or system of interconnected people 
or things or a group of people who exchange information, contacts, and 
experience for professional or social purposes.”  It is important to know the 
two Q’s as a person builds out a network:  quality and quantity.  But it is equally 
important to have a well-rounded network.  Having a strong network is critical to 
a person’s professional survival.  This week’s focus is on who should be in each 
students’ network.  Most students have some form of network already started, 
but most of the people in their network are just friends.    
 
Each student will identify a person or two to fit into the categories listed below.  
As the teacher, you may need to go through each category and brainstorm a 
person or two that would fit into the category.  Once each student has identified 
people, the student will key their names in a word document with a brief 
statement on why they choose that person, then actually build their network 
either online (Facebook, Twitter, etc.) or in person.  You may want to have a 
discussion about the students’ Facebook/Twitter accounts and professionalism.  
Is there anything in their profile that they do not want seen by professionals?  
Any pictures, posts, etc.  The categories are listed below: 

 
1. The Mentor:  This is the person who has reached the level of success you 

aspire to have.  You can learn from their success as well as their mistakes.  
This relationship offers a unique perspective because they have known you 
through several peaks and valleys in your life and watched you evolve. 

 
2. The Coach:  The coach is someone who comes in at different times in your 

life.  They help with critical decisions and transitions and offer an objective 
perspective with no strings attached. 

 
3. The Industry Insider:  This is someone in your chosen field who has expert-

level information or access to it.  This person will keep your informed of 
what’s happening now and what the next big thing is. 

 
4. The Trendsetter:  This is someone outside of your chosen industry who 

always has the latest buzz.  The goal in having this person in your network is 
to look for those connections that spark innovation. 

 
5. The Connector:  This is a person who has access to people, resources and 

information.  As soon as they come across something related to you, they are 
sending you an e-mail or picking up the phone.  Connectors are great at 



uncovering unique ways to make connections, finding resources and 
opportunities that most people would overlook. 

 
6. The Idealist:  This is the person in your network you can dream with.  No 

matter how “out there” your latest idea is, this is the person who will help you 
brainstorm ways to make it happen. 

 
7. The Realist:  On the flip side, you still need the person who will help you 

keep it real.  This is the person who will give you the raised eyebrow when 
your expectations exceed your effort.  These are not people who knock down 
your dreams, rather they challenge you to actively make your dream happen. 

 
8. The Visionary:  Visionary people inspire you by their journey.  They are 

similar to the Idealist, but the visionary can help you envision an actual plan to 
reach your goal.   

 
9. The Partner:  You need to have someone who is in a similar place and on a 

similar path to share with.  In fact, partners do a lot of sharing.  This is a 
person you can share the wins and woes with.  Partners will also share 
resources, opportunities and information. 

 
10. The Wanna-Be:  This is someone you can serve as mentor to.  Someone you 

can help shape and guide based on your experiences.  One of the best ways 
to tell that you understand something is to be able to explain it to someone 
else.  And sometimes, one of the best motivators for pushing through 
obstacles and hardship is knowing that someone is watching. 

 
Collect the word document from each student. 

  



WEEK 9-10 (October 14-17 and 21-24)  

SKILL:  Career Exploration/Job Shadowing 

OBJECTIVE:  Students in grades 7-10 will research career possibilities based off the 
results of their assessments from the Nebraska Career Connections website 
(assessments were completed in weeks 2-3).  Students in grades 11-12 will prepare for 
a job shadow. 

PREPARATION: 

Students in grades 7-10 will need to locate their results from the three 
assessments from the Nebraska Career Connections website.  Based off of 
these results, students will now research possible careers.  Students should 
collect the following data for three different jobs. 

• Career Field/Job Title (specialty) 
• Summary 
• Tasks and Conditions 
• Interest, Skills, and Work Values 
• Education and Experience 
• Salary and Outlook 
• Related Occupations 
• Additional Information (some will have additional info, some will not) 
• Coursework (helpful high school classes) 
• Extracurricular activities (helpful high school activities) 
• Community Activities 

 
Have the students save their findings in a word document. 

JOB SHADOW PREPARATION: 

You will find a packet of materials necessary to complete the Job Shadowing 
experience. Go through the packet ahead of time to familiarize yourself with the 
material before handing out the material to the students. This packet must be 
completed before the students can participate in the job shadowing experience. 
Please emphasize this! If students choose not to participate in the job shadow, 
they will go to the career fair. 

Begin with reviewing the Job Shadow packet with the students and answer any 
questions they might have. Then have the students begin working on their 
packets. Emphasize that they must get to class on time and get working on this 
packet because it will take some time to complete. 

 

It would be a good idea to review the students’ packets when they turn them in 
as a check to make sure they have the entire packet completed. 



Job shadows are to be set up for November 13, 2013. 

 

  



WEEK 11 (October 28-31) 
 
SKILL:  Career Fair or Job Shadow 
 
OBJECTIVE:  The students will prepare for our annual career fair.  Juniors and Seniors 
will participate in a job shadow. 
 
PREPARATION:   
 CAREER FAIR PREPARATION:  

A career fair is being planned for Wednesday, November 13.  This will be 
primarily for students in grades 7-10. Juniors and seniors are being asked to 
complete the paperwork for a job shadow on this date.  They will be absent from 
school for the entire day.  If they do not line up a job shadow, they will be 
required to be in school and attend the career fair. 

 
 Career fair students are being asked to help brainstorm possible businesses that 

they would like to see at the career fair.  Use the six career fields as a guide to 
be sure that businesses are included from all career areas. 

 
 Prior to the career fair, students should have copies of their final résumé printed 

just in case they would like to give a copy to a potential employer.  Each student 
should also make a personal business card that could be distributed to potential 
employers as well.  Maybe print one sheet of business cards before the career 
fair.  Business cards should include their name and contact information (home 
address, cell phone and/or home phone, e-mail, facebook, etc.).   

 
 JOB SHADOW PREPARATION: 
 Job shadow students should continue to complete their packets.  Remind the 

students that their resumes and personal business cards will need to be 
completed and printed as well. 

  



WEEK 12-13 (November 4-7 and 11-14) 
 
SKILL:  Career Fair or Job Shadow 
 
OBJECTIVE:  The students will prepare for our annual career fair.  Juniors and Seniors 
will participate in a job shadow. 
 
PREPARATION:   
 CAREER FAIR PREPARATION: 

Students attending the career fair will take part in a business logo and tag line 
contest.  Each career period class will be given the name of a business that will 
be attending the career fair.  The students are asked to design a logo for that 
business.  Students may work with a partner or as an individual.  This should be 
completed and printed by Monday, November 11.  If your students would like to 
print their logos in color, please contact Mrs. Friedrich and arrangements will be 
made to use her color printer.  Please plan ahead so not everyone is printing on 
the very last day.  Students who are in her business classes could print during 
those class times. 

 
 Students should also have résumés and business cards printed and ready for the 

career fair.   
 
 The career fair will be held on November 13, 2013. 
 
 On November 14, please have your students reflect on the career fair.  What did 

they like/dislike?  What did they learn about a particular career field?  Did anyone 
add a new “professional network” contact?  This should be an open discussion 
about the day in general.  Please have a recorder key the comments.  Print and 
place in your binder. 

 
 JOB SHADOW PREPARATION: 
 Juniors and Seniors will continue to work on their job shadow packet.  Please 

continue to check on the progress of their work.  You will want to keep a list of 
the job shadow businesses for your reference.  Remind the students to have their 
résumés and personal business cards done and printed in case the business 
wants a copy.  

 
Job shadows should be set up for November 13, 2013.   

  



WEEK 14 (November 18-21) 
 
SKILL:  Career Fair or Job Shadow 
 
OBJECTIVE:  The students will write thank you letters to the career fair and job shadow 
businesses. 
 
PREPARATION:   
 CAREER FAIR PREPARATION: 

Each career period class will be required to write a thank you letter to businesses 
that attended the career fair.  The correct format for a business letter is included.  
Please be sure that all letters are keyed correctly.  You can write one letter that 
can be used for all the businesses on your list or customize each letter to a 
specific business.  You decide.  As the teacher, please proofread the letter(s) for 
correct spelling, grammar, punctuation, etc.  Print.  Have all of your students sign 
the letters.  Address an envelope.  Give the letters and envelopes to               
Mrs. Friedrich by Thursday, November 21. 

 
 JOB SHADOW PREPARATION: 
 Job shadow students will write a thank you letter to their perspective job shadow 

businesses.  Have students address an envelope as well.  The information for 
this letter is included in the students’ packets.  Please give the letters and 
envelopes to Mr. Conn by Thursday, November 21. 

  



WEEK 15 (November 25-28) 
 
SKILL:  Leadership 
 
OBJECTIVE:  The students will model ethical leadership and effective management.   
 
PREPARATION:   

The definition for leadership is “the action of leading a group of people or an 
organization.”  The first part of this curriculum includes your students compiling a 
list of qualities they think all leaders should possess.  This should be at least 10 
or more qualities.  In addition to the quality, give a definition or reason for this 
quality.  (For example, a leader should have honesty.  When you are responsible 
for a team of people, it is important that you emphasize honest and ethical 
behavior so your team will follow suit.)  Your students may want to research 
leadership qualities.  Have one student be your recorder.  We will compare the 
lists with each career period and share the qualities listed. 
 
Please have your students (and yourself) go to the following website and take a 
survey to find out each person’s leadership style.  This should take about 10-15 
minutes. 
 
http://www.yourleadershiplegacy.com/assessment/assessment.php 
 
Copy and paste the results in a word document and save.  Have the students 
add a short reflection on their results. 
 
Finally, have the students pair into groups and problem solve the scenario 
printed on the following page.  You will want to make copies of this scenario for 
your students.  A recorder should key their groups’ comments and solutions by 
using the following “resolute” steps as a guide to be sure they have 
completely thought through all aspects of the scenario.  You may want to copy 
this for your students as well.  The final results will probably only be a paragraph 
or so when they are done. 
 
 Relevant facts—Define the problem. 
 
 Ethical issues—What is being challenged?  

• laws, regulations, health, safety, someone’s values or rights, 
values such as honesty, respect, equality 

 
Stakeholders—Who will be affected? 

• How could each stakeholder be affected? 
 
 

Options—What are all the alternatives? 



• Do the options reflect view of stakeholders? 
 

Likely Outcomes—Each option’s results. 
• Who would be helped and who would be hurt?  Are laws and 

policies followed?  Are ethical values being honored?  Are moral 
Principles being honored? 

 
Unacceptable options—Eliminate options. 
 
Tests—Rank and choose an option, then ask: 

• Would a virtuous person make this choice?  What if my decision 
appeared in the newspaper?  Would I choose this if I were 
adversely affected?  Will others trust me?  Will I respect myself? 

 
Ethical Decision—Explain how you make the decision.  What 

compromises did you make? 
 



WEEK 16 (December 2-5) 

SKILL:  Ethics 

OBJECTIVE:  Students will complete a code of ethics worksheet. 

PREPARATION: 

You will find a two-page handout called the “Personal Code of Ethics” that you 
will want to make a copy for each of your students. On the front page, you will 
find the “Lesson Preparation” and “Procedures” that will help you engage your 
students in discussion on ethical values in the job place and in their personal 
lives as well. 

When the students are finished with the Code of Ethics worksheet, have them 
discuss what they wrote and what they feel are important Ethical Values. Finally, 
have them make a copy of their completed worksheet and turn in one copy to 
you and keep one for themselves. 



WEEK 17 (December 9-12) 

SKILL: Communication 

OBJECTIVE: In a group activity, the students will practice effective 
communication with their peers, exchange information, questions, and ideas while 
recognizing the perspectives of others. 

PREPARATION: 

You will find a worksheet called “How I Relate To Others” for the students that 
you will want to make a copy of and give to the students for the “Communication” 
activity.  

Students will be able to role-play in a group activity and learn their strengths and 
weaknesses by doing the self-evaluation at the end of the group activity. 
Emphasize the importance of and why effective communication within the work 
place is important. 



WEEK 18 (December 16-19) 

SKILL:  Career Period Evaluation 

OBJECTIVE:  Students will complete a career period evaluation.  The rest of 
the week can be used to prepare for semester tests and/or complete projects due 
before the end of the semester. 

PREPARATION: 

The students will be completing a career period evaluation.  The website for this 
evaluation will be provided.  Instructors will also be completing a survey. 

Please use the rest of the days to help students prepare for semester tests 
and/or complete projects for their classes.   

 


