Joh Search
Simulation Activity

AN ESSENTIAL LIFE & CAREER LESSON

Students complete the
job search process in
this REAL-LIFE

simulation activity.

An Essential Life 1
Lesson for all Students §

”

Designed to be printed Bt .

out in a packet for
each student

NO PREP! BUSINESS EDUCATION WITH



Students complete the entire job hunting process.

Students create a slide presentation using Google Slides or
Microsoft PowerPoint to showcase each step of their Job Quest.

L Skills and needs reflection,

L4 Searching for a desired job listing,

L4 Preparing a resume,

L4 Preparing a cover letter,

L4 Submitting a job application,

L4 Preparing for an interview,

L4 Sending a Thank-You letter or email

An Important Lesson For ALL Students

Approx. 1 week Teaching Duration



13 Slides included

JobQuest:
The High School Hustle

Simulation
Prepare employment documentation to
land the job that you want.

Overview of this simulation:

. Skills and needs reflection
. Search for a desired job listing
. Prepare a resume

. Prepare a cover letter

1
2
3
4
5
6
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Skills and Needs Reflection

Before searching for a job, it is important to reflect on your skills,
gifts, talents, needs and desires from a job. We spend most of our
waking hours at work. It's wise to choose a career or job after doing a
thorough refiection
For your reflection, create a 4 column, 5 row table in Microsoft Word,
Google Docs, or a spreadsheet program of your choice. Use the
headings as shown below. List four components under each category
that describes you or what you are looking for in a job.

Skils Interests

At

The Job Search

There are several job sites that are a great way to find a job. Now
that you have reflected on what you might want in a job, and what
skills you could bring to the workplace, search for a job that
interests you.

Listed in the frame below are 6 sites that are a great place to start.

**After finding one job in which to pursue, take Tsh]’or
bq .

The Resume

Your resumeis a document created and used by you to display your
skills, and Itis also imp to
include your objective in the current phase of your life. Are you looking for
OR to gain and polish
employability skills? You resume is a great chance to offer this information.

There are so many platforms in which to create a resume. Canva,
Microsoft Word, and Google Docs are three of the most popular. Choose
one of these resume platforms and create a resume using an easy-to-
navigate template.
When using Canva: There are over 14,000
templates on Canva in which to choose

. Submit an ap?) ti
S9.1d .[naI\ q /5 V

Zreate an 8 slide presentation using Microsoft

L PowerPoint or Google Slides. You will be using that

presentation to showcase each step of your JobQuest.
Design the first slide as your title slide. Title it with your

snip of the listing and paste it in ,.,.Jr de
file. Link the post {e a
To Job Slte?

Indeed
ZipRecruiter
i

When using Microsoft Word: Itck
Templates’ before laui -a
tiInf 294 arc| »arof

earch | su

S ug, oog D Lﬂlck\ he 1emplate
allery in " d of IL_nching a blank doc. Search
~..€"in the search bar.

Create your resume. Read the job

of what might go in each

Glassdoor

Skills: Microsoft Suite, Google Suite, welding, communication skills,
Wellfound

interpersonal skills, proficiency in any software program, prodfient

USA Jobs | R e
> - gl description from the job in slide #3 and
name and “JobQuest: The High School Hustle". re— carefully customize your resume to
meet the qualifications of that
particular job. Be sure to pick a
T h e I n te rv i ew template that is professional and
practical for your purposes. In other
Follow-up Thank You
Preparing for an interview is very important. 3 colorful templates, but function and
There are countless sites and resources Sending a thank you email or letter after an interview is a great way to practicality must be your focus. Ifa
available online that offer interview questions stand out and let the interviewer know that you are really interested and heading of a category is not
for one to study and prepare for great e sincere in applying for this job. Using one of the platforms used in this appropriate for you, change the
interview responses. Search the internet for s project file, complete a follow-up thank you letter to your interviewer. If you heading to meet your needs.
questions and select 3 questions in which to sent this thank you letter via email, it would be in the same format as if you Take a screenshot of your your
. - prepare.aresponse. sentitas ahard copy. You should always address the person with whom resume and paste that screenshot in
I h e J ob A I i catl on you were interviewed by name i the Salufation. . . « v .+ vss.rs .. slide # 4 of your JobQuest Slide File.
Use one of the Diagrams (using Google Shdes) or SmanArt (usmg Miggosoft « Use this info H Link the resume in that slide as well.
R o PowerPoint) to insert these questions and your res 3 \l your D ek Tormat e person vh .
e —yeey 2 Complete f 2 to the best of your ability. In JobQuest File. Diagrams and Sma p .uol l - you are sepding t s
order to fill it in, simply double click on each section and a programs for ease of i nf \at ---an\ e .
Google Doc Drawing window will open and allow you to pr ianal ;‘) o k s Carla T 5
. s ! y E
complete it. *If this packet was printed out for you and you can not access & )a"’) » '15“ S gt o ah mieniew a';°“‘ &g — Ahx é 3
the job application as a link, your teacher was given a link to this appiication in jobl 2 Ju g ev, Ao lide#3. \ ude this question by inserting a shape Washing 1, P 16790 <
a launch page, Simply ask that that link be shared with you andj dding Y " qu\. lioh w me shape on siide #7 as well. e
" - . These graphics are included below for your visual aid.
After completion of this job application, take a screenshot or
snip of each page and paste it in slide #6 of your JobQuest Completed using
ink it i uestion #1 Google Slides.
The Cover Letter ﬁ_le. Also, I|>nk itin your file as well. Be sure to ghare the_ ; Q Solost tha Ineecrtal
rights to this document so that ‘anyone with a link can view'. e o st click on Diagram.
A cover letter is a document sent to hiring managers that describes Question #2 IS l’h:r:‘:{:c;:x"a‘ .
your qualifications, work history, skills, and education. It is sent ———— oalnhiSdag . .
together with a resume as a way to demonstrate your personality and Questio; Ve 0 vt Bl Sceetres 1 sand ik chil WL YOu eIN COm pletlng your Jonuest Flle
explain the reason why you are the right candidate for the position. -
Create a cover letter for the job that you selected in slide #3 of your 1 2 In a PI’OfeSSIOI"Ial Way
JobQuest File. You may want to use a template from one of the same Business Name Educational Background
platforms as used for your resume. Below is a graphic (source Grammarly) that J Street Address School Name Localion Degres Eamed
may be helpful. Below is also the retum address and contact information to Completd] City, State & Zip Code
use for this letter. PowerP( Contact Number
Take a screenshot or snip of your cover letter and paste it in slide #5 of Insert tay —
your JobQuest slide file. Link your cover letter in the file as well. then List| Employment Application Form
Block Li Additional Skills or Experiences:
Cover Letter ® Personal Information List amy relavant skils o axpariences that may help you sucoesd in the pesiton you're apphing for
Format Heme: Job Tile Start Data End Date
. \ Stisel Address: [— PR
- Carla v\ : Gity: State Zw Code: e . P
==\ Alpite Court . P
= Washington, PA 16790 * Phone: ) Home Q) Mabile O wark o ks Startoy Bilary Endiong Balary
rpp—— O v o1 N
Edueational Backgreund . X 5 \\* aaving: *Revisit your Jonuest file and ; :c [s to
S iy @ Level of Edueation Cempleted: () High School ) G \j \ make it look 3 _ ‘asr rSIO\ 1
oo Profussional Qualifications
0o you have a valid dwerslioersa? (O Yes (O P \ \ References ‘Ing td a ] tltle m chs de'n your ﬁle Be sure that
[ee— > Licanze Numbar: Stase| lssua: - Name Phone Numbear Relationship thel cislal e " 7w 7w file the title space.
Ay sexients in the past 3 yaars? O e (ONa
ey Hy5, how many? *Be sure that each of the screensr\ot_s or snips are tightly
® Legal and Employment Eligibility Applicant Statement cropped to showcase your submissions for each step of the
Srstmtres o ) ) Are you legally suthorized to work in fhe U.5.7 O¥es ONe | hereby confirm that all the information provided in this applicalion is accurate and career communication process.
= complete 1o the best of my knowledge. | undarstand that any false information,
peck frequiea? (i Yes (O Ne emissions, o inaccuracies may result in the rejection of my application ar termination *Add an appropriate image to each slide. Do this by searching
‘ ~ of employment if hired, : < .
4 DYes O Mo the internet for professional images.
V14, pleass expan ot use b i th casmoomony IFyou war rosed  pfvsBons iesentaion or o1 i busis s, You would
Position Details and Requirements not be permited to use just any image but only those that are for ‘commercial and far use
[d AR A *Add any embellishments, boarders, or themes that will add to
Type of Emplayment: () FulTime () PariTane () Temporary the professionalism of this slide presentation. The Space on each
Shift Prefarence: O Dey O Ewening () Maght Applicant's Signature Full Narme [Privted) Date slide should be used wisely and fill the area with large and easy-
Can you perirm e essental dutes of the job? () Yes () No to-read captions if needed.

Google Slides file that is recommended to be

printed out and used year after year




Student Exampie Included to Inspire Your Students

Jade Belty
Jonuest

Cover Letter

Cover letter Link

Skills and Needs Reflections

The Job Search

U.S. Navy Reserve 37% Website:

1.glassdoor.co

Military Service - U.S. Navy Reserve, ourgh-pa-us-
Aerographer’s Mate - $20,000 Signing " y-iobs-

Bonus
United States

|
|
|
|
y

6 11152990

- e tne expert in meteorology and oceanography. You'l

\ sher's| L wvery detail to make sure Navy

Skills Interests Work Environment

Working Condition|

Resume

Resume link:

As an Aerographer’s Mate, you're not just a ‘weatherman™= you'e an integral member of the Information Warfare
Community, aiding us with critical knowledge in any battlespace.

kfrd ho

. ) Indoor/outdoor
Microsoft Suite Travel combination omi T wol
Google Suite icel ttin Wo, g t': i
) gale.o

The mission of the Navy Reserve is to provide strategic depth and deliver operational capabilities to the Navy and I
Marine Corps team and Joint forces, in times of peace or war. Navy Reserve Sailors seamlessly support and
L actively aid that mission, all while continuing to lead their own independent lives in the civilian world. I

Physical labor

Jade Beatty
et

Cioysae B 15323
(883)877.3530

January 27,2025

Carta Berger

Application e

Porsanal Information
Pama: Jado Beaty
Job application link SirsatAgins: 122 Wayna St PO, Bux 120

cay:Cuapmvae s P 25 caon: 1612
Phons: (888)877.35% Otome @i
A you vencas? Qv Ho
Educational Back

Job Applicatiol

Pasition Details an
Postion ppiiog For: U'S: Nary Reserve, Asrographac's ate

quirements

Typo ot Erployment () FusTers @ Pan-Teme (O Temporny
Sh Presmance @ony  Osweny Ongn

Can you perkoem e exsertidea o e jb? @ Ve () Mo

Educational Background

= Reason f
+1and Empioyment €1 ki
e ey om O .
Have you ever bean convicied of a felony? Ovee
W #yvs s arsion
©

Schoal Name Lacatan Degree ]
McGufley High  Claysvile, PA  Hghachodt

Jade Beatty
123 Wayne Sreet
Claysvive, PA 15323
(s82) 8773530

OBIECTIVE —
™ cicn
el oy mathermac ol an st kst
EDUCATION T
sz Wi DO

wMary Ours

* Google Docs, Sides, Forms, Sheets
 Microsoft Word, Office, PowerPoir, Excel
o Protosnop, Adobe, liustrater
o Operating Meseoroiogica devices
ACTIVITIES AND INTERESTS
o Competitve Swimming 2016-202¢
o Lemennd in Winter Guard 2021-2022
PERSONAL QUALITIES
Hargworking
Efmciers
Team piayer
Proviem sover

Tell me a little bit about yourself...
| am enthusiastic personwho |

I need clear and strict guidelines Thank you Letter link:

! Question I'd like to ask:
| Forthe Navy reserve

i would | have to do the
i hoot camp training?

‘Additional Skills o Experienc
s cenien
bTe St

Referonces
Phane Number
o K (4443038180

Applicant Statement

Relationship
Teachar

‘ ’_V‘ = — . Follow Up Thank You Letter =
>t|0n #3 atis your greatest weal ness? ' v

Jade Bestly

38)

13

Janwaey 28, 2025

Carta Bargar
290 Apne Cout

‘Washington, PA
Mp B
» cimyable J Reserve,
rachersimste. e el
oy s e

B e, i ot ol sk
- -uration skiss, forecasting and creaing up-1o-date weaiher maps for
the posiion

he Navy wih operating meteoroiogical equEment, forecasting, creating
Up-1o-date weathet maps and much mare.

for you and look fomward o hearing from you about ihis posiion

and

sicns, o INBOCUACISS May FeGL i The rejecton of iy applicason o lemingtion

poie
of amgloyment  hied

Sincerely,

Jade Beatty

Students create an 8-slide presentation using

Google Slides or Microsoft PowerPoint
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Joh Search and Lookingfora
Hiring Activity job search introductory
An Introductory Lesson lesson??

ESSENTIAL LIFE & CAREER LESSONS

A REAL-LIFE activity
that walks students

through the entire job
search process. 3

An Essential Life ~
Lesson for all Students ) L\

| recommend completing this
introductory resource first.

/

A Google Slides file v

that converts easily to B
Microsoft PowerPoint “

CLICK HERE |

. em———
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https://business-ed.com/product/job-search-and-hiring-activity-career-employment-job-skills-digital-activity/

Employment Communication

Communications Unit
MIDDLE SCHOOL OR HIGH SCHOOL

Seven (7) Employment
Communication
Lessons aligned with
the National

Business Education
Association’s

(NBEA) standards

Includes a
Lesson Library v
to make the activities
Easy-to-Find

NO PREP! BUSINESS EDUCATION WITH

Business Communications
semester Course Bundie

SOFT SKILLS IN THE WORRPLACE
A FULL Semester .

Bundle aligned with
the National Business
Education
Association’s (NBEA)
Standards

Includes a - T
Lesson Library ;
to make the activities b m’q
Easy-to-Find

NO PREP! gusiNeEss EDUCATION WITH

This UNIT is included in my
Employment
Communications Unit

CLICK HERE |

That is ONE of SIX UNITS
included in my
Business Communications
Semester Course Bundle



https://business-ed.com/product/business-communications-semester-course-curriculum-bundle-soft-skills-employability-skills-digital-activities/
https://business-ed.com/product/employment-communication-skills-unit-career-job-search-soft-skills-emplyability-skills-digital-activity-lessons/

Hi! My name is Denise Leigh. | have been teaching Business
Education for over 25 years! | love collaborating with business
educators all over the world. | am a 2022 Pennsylvania
Teacher of the Year Finalist and relentless lifetime learner and
lover of everything education. Engaging students and
connecting them to their world is my jam!

Thank you for exploring my resources and sharing my passion
for BUSINESS EDUCATION!

Denise Leigh is an expert
on student-led instruction.
She was featured on

CBS Pittsburgh for her

City Collaborative™
Project-Based Business
Education (PBL)
Classroom.
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