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GROUND RULES: I AGREE I WILL……
Respect and Honor instructor and other students. Allow others to speak and won’t interrupt. (Respect=recognizing that others have value and considering their needs; the opposite of selfishness)
Give positive classroom input, and keep negative comments to myself. (Positive attitude, teamwork, verbal skills)
Notify instructor immediately if there’s a problem of any kind; in private if problem involves another student.(verbal communication skills; respect)
Have patience; there is one instructor but many students. (Character, communication, respect)
Be on time: to class each day and after every break. (Reliability, respect)
Bring my workbook and textbook to class.
Silence or cell phone to vibrate; no calls or texts during class except emergencies. (Respect)
Social networking: will not login in class. (Respect)
Personal email limited to checking after class requirements have been completed. (Respect)
Ask questions, take notes and review them. (Positive attitude, diligence)
Use the skill building and classroom activities to improve my options for employment. (Positive attitude, diligence, teamwork)
Support my fellow students – I will learn as a team because you I will work as a team. (Respect, teamwork)
Abide by the MCC Student Code of Conduct (on MCC web site; I also have printed copies available—based on respect). 
These agreements are essential to success in this classroom; they are also basic transferable job and life skills. Any job will require all of the above.
Your Signature: ___________________________________

Prep for Success Course Objectives
Academics: Successful preparation and evaluation in the academic skill areas of reading, math, and locating information. Math skill preparation for study in chosen field. Take WorkKeys test.
Computer Basics: Demonstration and discussion of desktop navigation, operating systems, browsers, Windows, Internet searching, email, online safety.
Demonstrate basic word processing using Word.
Demonstrate basic understanding of Excel—optional.
Learning and Study Skills needed as an adult learner.
Employability: Demonstrate job ready transferable skills: attitude, teamwork, punctuality, and employability soft skills.
Demonstrate an online job search and complete online application.
Develop a references list.
Develop a job specific resume. We know you may have already have a resume; you will be asked to edit it to one page highlighting skills needed for the job you are training for.
MCC-Business and Technology Hours
Campus
Monday-Thursday			7am-9pm 
Friday					7am-5pm
Saturday				7am-4pm
Sunday				closed	

Library 
Monday and Tuesday		7:30am-8pm
Wednesday and Thursday		7:30am-6pm
Friday					7:30am-4pm

Learning Center
Monday				10am-8pm
Tuesday				8am-4pm
Wednesday				8am-5:30pm
Thursday				8am-4pm
Friday					8am-3pm

Bookstore
Monday thru Thursday 		7:30 - 6:30  
Friday 				7:30 - Noon		



[image: ][image: ]Academic Skills—Login to website below from any computer to work on lessons. 
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COMPUTER BASICS –INTRODUCTION, HARDWARE, WINDOWS
Computer Basics -INTRODUCTION
We will watch the following videos and discuss in class: 

Lesson 1	What is a Computer? 2:39 video
Words to know: hardware, software, desktop, laptop, operating system, PC-Windows, Mac-Mac OS X, server
Lesson 2	Understanding Operating Systems 2:13 video
Words to know: operating system, Microsoft Windows, Apple Mac OS X, mobile operating systems Apple i OS, Google Android
Lesson 3	Understanding Application 2:19 video
Words to know: applications, apps, mobile apps, programs (desktop computer)

Words you should know are highlighted in gray in this workbook.
COMPUTER BASICS  INTRODUCTION Assignment: Answer the questions below.
DIRECTIONS to access the computer basics lessons
Double click any browser.
Type www.gcflearnfree.org in the address bar. The website will open.
Click TECHNOLOGY.
Under COMPUTERS click COMPUTER BASICS
Click Lessons 1, 2, 3, 5, 6, & 7 to find the answers. The sections on bold below correspond to the lessons on the site under Computer Basics. Words to know for test are highlighted.
Questions for Lesson 1: What is a Computer?
Match.
Hardware is 					any set of instructions that tells the hardware what to do.
Software is 	any part of your computer that has a physical structure, such as the keyboard or mouse. It also includes all of the computer's internal parts.
True or False.
T     F  	PC: This type of computer began with the original IBM PC. PC’s are made by many companies.
T     F 	Mac: The Macintosh computer was introduced in 1984, and it was the first widely sold personal computer with graphical user interface, or GUI (pronounced gooey). All Macs are made by one company, Apple Inc.,
Fill in blanks.
A server is a _______________that serves up __________________to other ______________[image: ]

[bookmark: _GoBack]COMPUTER BASICS -INTRODUCTION
Questions for Lesson 2: Understanding Operating System
Fill in blanks.
The two most common operating systems are
W________________________ created by Microsoft, is preloaded on most PC’s. There are many versions of this. The latest is 8, but there are older versions such as 7, XP, 98, and Vista. (p.2)
Mac ________________________created by Apple is loaded on Mac (Macintosh) computers. (p.3)
Mobile operating systems are designed to run on cell phones and tablets. The two most popular mobile operating systems and Google’s   A_________________________ and Apple’s  i_______. (p. 5)

Questions for Lesson 3: Understanding Applications
An ________________ is a type of software that allows you to perform specific tasks. Applications for desktop or laptop computers are sometimes called _________________ applications, and those for mobile devices are called_______________ apps. (p.1)













COMPUTER BASICS –HARDWARE
Videos we will watch and discuss in class:
Lesson 5	Basic Parts of a Computer 2:09 video
Words to know: tower, desktop, monitor, video card, LCD or LED, all-in-one, keyboard, mouse, optical or mechanical
Lesson 6	Buttons and Ports on a Computer 3:07 video
Words to know: power button, CD ROM or DVD drive, CDR or DVDR, audio ports, USB ports, peripherals, power socket, Ethernet port-internet connection, monitor port-VGA, DVI or HDMI, expansion slots
Lesson 7	Inside a Computer 2:19 video
Words to know: motherboard, CPU-processor, heat sink, RAM-short term memory, hard drive-long term memory, expansion cards-video, wireless, power supply unit
Questions for Lesson 5: Basic parts of a Desktop Computer
Under TECHNOLOGY
Click COMPUTERS
Click COMPUTER BASICS
Under HARDWARE BASICS
Computers have INPUT devices (to take information in), and OUTPUT devices (to give information out).
Review the parts of the computer. Match 4 computer hardware parts and what they do.
____Desktop or tower case	A.  An output device. Works with a video card, located inside the computer case, to display images and text on the screen. Newer monitors usually have LCD (liquid crystal display) or LED (light-emitting diode) displays.
____Monitor	B.  An input device. Contains alphabet and number keys; is one of the primary ways to enter information into the computer.
____Keyboard	C.  An input device. A peripheral that is known as a pointing device. It lets you point to objects on the screen, click on them, and move them.

____Mouse	D.  The metal and plastic box that contains the main components of the computer. It houses the motherboard, central processing unit (CPU), power supply, and more.
COMPUTER BASICS -HARDWARE
ASSIGNMENT Directions: Review the Keyboard interactive on page 3 of this lesson. 
Find and read about the following keys. Fill in blanks.
Enter-press to carry out commands
Backspace-erases character/letter to the ___________________of the cursor (the flashing line).
Shift-press to create capital letters
Arrows-moves your insertion point (flashing line) up, down or sideways.
Tab-Creates__________________
Numeric KeyPad-is like a _________________________
Do/answer the following:
Flip the mouse over. Circle the answer to this question:  Is your mouse              optical            or              mechanical?
Is your monitor LCD/LED, or CRT?

Questions for Lesson 6: Buttons and Ports on a Computer: Answer the following:
Count the number of USB ports on your computer. (Include those on the monitor too.)

You can plug many different types of devices into the extra ports on your computer. These devices are called peripherals. What are three peripherals you can use with your computer? Page 4.

Questions for Lesson 7: Inside a Computer Page 1
CPU:  The central processing unit (CPU), also called a processor, is located inside the computer case on the motherboard. It is sometimes called the brain of the computer, and its job is to carry out commands. Whenever you press a key, click the mouse, or start an application, you're sending instructions to the CPU.
The CPU is generally a two-inch ceramic square with a silicon chip located inside. The chip is usually about the size of a thumbnail. The CPU fits into the motherboard's CPU socket, which is covered by the heat sink, an object that absorbs heat from the CPU.
Fil in blanks. Processor speed: A processor's speed is measured in__________________ (MHz), or millions of instructions per second; and __________________ (GHz), or billions of instructions per second. A faster processor can execute instructions more quickly.
COMPUTER BASICS -HARDWARE
How fast a computer will run depends on the speed capabilities, amount of memory, type of internet connection, etc. The speed of your computer is only as fast as the slowest link.
ASSIGNMENT: Fill in the blanks.
Motherboard: The motherboard is the computer's main _____________________board.
Memory:
What does RAM stand for? R_______________A__________________M_____________________
Is data stored in RAM still there when you turn off the computer?   Yes     No
In general, the more RAM, the faster your computer will run.	Yes    No
What provides short-term memory, or short term storage, for a computer? ________________      
What provides long-term memory, or permanent storage, for your computer? _______________
Find out this computer's processor speed. Is it measured in gigahertz or megahertz? __________________________    (To find this Click Start button, click Control Panel, click System)
How much RAM does this computer have? ___________________ (Click Start button, click Control Panel, click System)
Optional FUN—if you have time, play the connect the cables game on page 4.







COMPUTER BASICS -WINDOWS 
Under TECHNOLOGY
Click WINDOWS
Click WINDOWS 7
Under USING WINDOWS 7

Lesson 4 Getting Started with Windows 7 3:17 video
Words to know: operating systems, desktop, taskbar, setting, start button, start menu, open programs on taskbar, file, folder, Windows Explorer, Libraries (documents, pictures, videos, music), delete files, recycle bin, search feature on start menu, shut down/log off/hibernate/sleep
Complete the assignments on the next pages. Use the interactive on pages 2 and 5 to help you answer the questions about the Windows desktop, taskbar, and other taskbar icons.















COMPUTER BASICS WINDOWS BASICS          
Lesson 4: Getting Started with Windows.
ASSIGNMENT Directions: Label the following:
Start button     icon      Taskbar     Recycle bin     Windows Explorer     Volume control          Date & Time      Desktop 
Show Desktop button

[image: ]



	


COMPUTER BASICS  WINDOWS BASICS               
ASSIGNMENT Directions: 
1. Circle the Start Button in the picture below.
2. Click the Start Button on your computer. You’ll see a menu that looks something like the picture below.
3. Read below about how to properly shut down a computer: 
		First, Sign out or Log out of any websites you are logged in to.
		Second, Close any web sites you are on.
		Click Start Button. You have choices:
			-Shut Down (to turn off)  and the computer will turn itself off.    
			Or click the arrow next to Shut Down for these options:
			-Hibernate (to shut off but leave open whatever you were working on)
			-Sleep (powers down but not off) 
4. [image: ]ALWAYS TURN A COMPUTER OFF THIS WAY.

COMPUTER BASICS-INTERNET & EMAIL
COMPUTER BASICS-INTERNET BASICS
Under TECHNOLOGY
Click INTERNET BASICS
Click INTERNET 101
Under Introduction to the Internet
ASSIGNMENT Questions for Lesson 1-What is the Internet?
Read. Fill in blanks, circle, or match.
p. 2-5 Words to know: Internet, VoIP, Blog, Streaming, Podcast, Online Chat/Instant Messaging, LAN, WAN, server, URL, World Wide Web
p. 3 What is the Internet? _________________________________________________________
A LAN is a _____________________area network.
A WAN is a ____________________area network.
p. 4 A __________________ is a computer that "serves" many different computers in a network by running specialized software and storing information. For example, webpages are stored on them and sent to your computer.
p. 5 Are the World Wide Web and the Internet the same thing?    Yes      No
A URL or Uniform Resource Locator is also known as a web___________________________.

Questions for Lesson 4-Browser Basics. Fill in blanks.
Words to know: address bar, links, back, forward, new tab, close-x, bookmark/favorites, history
p. 1 What is a Browser?______________________________________________________________________

p. 2  Browser Basics video 3:23
List 3 common browsers: C_______________, F____________________, I____________E__________
p. 3 where is the address bar?__________________________________________________________________
p. 5 What is a tab?___________________________________________________________________________
p.4 What is a bookmark?______________________________________________________________________
Can you delete your browsing history?     Yes     No
ASSIGNMENT Questions for Lesson 5-Search Engines and Strategies. Fill in blanks.
p. 1 What is a search engine?__________________________________________________________________
p.2 Name three common search engines_________________________________________________________


Online Safety 
Under TECHNOLOGY, click ONLINE SAFETY, click Lesson 1-Introduction
ASSIGNMENT: Answer these online safety questions.
1. Worms, Trojan Horses, and Viruses are all examples of
A. Filters
B. Malware
C. Pets that can be seen in a zoo
D. Spyware

2. ____________is a type of malware that collects information about users without their knowledge, often to track browsing habits and to create pop-up advertisements.
A. Cyber-snooping
B. Download files from public newsgroups
C. Spyware
D. Phishing
3. When you respond to an email from your bank that asks you to verify your account information, you may become a victim of a ___________ scam.
A. Cyber-stalking
B. Phishing
C. Troll 

4. __________ can be added to your computer to track your browsing activity and preferences.
A. Cookies               B. Flamebaits               C. Worms                 D. Downloads
5.True or False: You use the following to verify that you are on a secure site for financial transactions:
_____Making sure the address begins with https:
_____Looking for the "Lock" security symbol

6. If you want to protect your identity while social networking, then you might use a(n) ____________ for your profile image.
A. Driver's License
B. Meme
D. Avatar

7. Heated online arguments that occur in posts and chats are known as ______________.
A. Clickjacking            B. Cyber-yell            C. Flame wars

Assignment-Job Search. Check off each step as you complete it.
_____Open a browser. 
_____Go to one of the job search websites:
 Top Ten Job Search sites: CareerBuilder, CraigsList, Indeed.com, Monster, SnagAJob.com, America’s Job Exchange, CoolWorks, SimplyHired, Yahoo! Hot Jobs
_____Search for jobs using the key words from your job.
Key words to use in job search for a warehousing: manufacturing, assembly, light industrial, distribution, material handling, warehousing associate
Key words for Saw&Drill Press or Welding:________________________________________________
_____When you find a job, print it (press the Ctrl key on the lower left side of keyboard, and the P key)
_____Put your name on the print out
_____Turn in.


COMPUTER BASICS -EMAIL BASICS
Assignment: Double click a browser. Open your MCC Student Email account (a Google Gmail account); Minimize.
1. Type www.mcckc.edu in address bar.
2. Click MyMCCKC on right. 
3. Login with Student ID# and MCC password you created.
4. Click student email on left.
5. Student email Login. 
User name is Student # with S@student.mcckc.edu. 
Password is same MCC password.

Assignment: Watch and discuss Introduction to Email, Email basics, Email etiquette. Answer the questions below.
Under TECHNOLOGY, Click EMAIL BASICS,  Under EMAIL 101

Lesson 1 Introduction to Email
p. 3 Understanding email addresses
p. 4 email providers.
Name two free email providers: G__________________   Y____________________
Lesson 2 Email basics
	p. 1 Introduction
p. 3 Click the buttons in the interactive to learn more about the Compose pane. Read about and make sure you understand the following: To field, Recipients, Email address, Subject, Body, Send, Attachment

p. 3 Click the buttons in the interactive to learn more about the Message pane. Read about and know the following: Compose, Inbox, Drafts, Spam, Reply, Reply all, Forward
Lesson 4: Email etiquette and safety-write notes of anything you want to remember

Assignment: Send me an email. Use your MCC or personal account.
Check off each step as completed.
_____Open your MCC email account (or personal email account if you have one)
_____Click Compose
_____ In the To field, type Jeanne.schmidt@mcckc.edu
_____In the subject box, type “Hi from  Your Name”
_____In the message pane. Type 1 sentence to me explaining why you are taking this class.
_____Click Send.

Assignment: Complete an online job application for one of the following companies.

1. Circle company you chose:

Job found online: company name_________________________________________

Sysco (119th & I35 in Olathe, KS)

Staples (just north of MCC-BT on Enterprise Drive)

UPS

2. Write down User Name and Password: Every online application will ask you to create a User Name and Password to login. Write below.

User Name____________________________Password___________________________

Assignment: If you have time, continue in CareerReady101 lessons.




COMPUTER BASICS: WORD BASICS
DIRECTIONS: Open your MCC or personal account. Minimize. THEN FOLLOW ALONG WITH PRESENTATION
Open Word when instructed.
Type your name across top when instructed.
Minimize the window when instructed.
Listen to instructor and know the following:
Minimize, Maximize, Close, Scroll bar
Ribbon-Undo, hold mouse over anything to see description of what it is
Listen and do: Select Text: Left click and drag over your name.
Tabs
Home Tab: text formatting, bold, italic, underline, size, style, bullets, insertion point
Listen and do: 
Select your name-left click and drag
Change text formatting of your name : bold, italic, underline, change font size and font style, add a bullet
Listen and do: Cut and paste your name
Listen and do: Add a bullet next to your name. Click to left of name. Click bullets.

Review Tab: Spell check. Spell check your name.
File tab: Save. Understand how and where to Save a file.
Understand the Save dialog box
File tab: Print





COMPUTER BASICS: WORD BASICS HELP DIAGRAM
FILE tab: Print, Print preview, Save 
         HOME Tab: cut, copy, paste, font size and styleFONT group:
Bold, Italic, Underline, Font style, Font Size

                                                                                                    
		Undo		REVIEW tab: Spell Check	Minimize	Maximize			Close	
[image: ]	                               														Scroll Bar-left click and hold to move window up and down












WORD ASSIGNMENT-REFERENCES LIST
Directions: Check off as you complete it.
1.____Open Word 2013 on your computer if not already open. (Hint: double click on the blue W on the computer screen/desktop. A new blank document will appear on the screen.
2. Type a references list
_____Type your name across the top if you haven’t done it already. Type the word “References” next to your name.
_____Type the names of 1-2 people who know you and can speak well of how you work.
_____Type their title at work, such as “supervisor” or “owner” or “manager” next to or under their names
_____Type their phone number next to their title
_____Type the names of 1-2 people who are friends or family. Type “family” or “friend” next to their names.
______Type a current phone number for each person
_____Click Review tab. 
_____Click Spelling and Grammar on right
_____Happy with how the document looks?  If not, make any changes and fix mistakes.
3. Print
_____Click File.
_____Select number of copies as 2.
_____Click Print.
_____Turn in one copy. Keep one for yourself.
4.Saving
_____From the File Tab, click Save, Then Browse to desire location.
_____ File Name box: “First name Last name references”.
_____Choose the location on left to save as the Desktop. Click “Save”. If you need help, raise hand and call me over. : ).    Save to flash drive if you have one.
5.Send an email with attachment
_____Look at Taskbar. Find and Maximize your email account by clicking on it.
_____Send an email to me.
_____Click Compose
_____ In the To field, type Jeanne.schmidt@mcckc.edu
_____In the subject box, type ”Your name references”
_____Leave the message pane blank.
_____Click the PAPERCLIP on the bottom of the page.
A window will open.
_____Look on left to find your file-your references list.
_____Click Desktop.
_____Find your references list.  Click on it.
_____Click Open. Watch it attach to your email.
_____Click Send.

OPTIONAL WORD ASSIGNMENT: CREATE A COVER LETTER.







	


COVER LETTER
ASSIGNMENT: Prepare a one-page cover letter to accompany a resume. An example of a correctly formatted letter is shown below. DON’T INCLUDE THE RED BOX OR THE YELLOW ARROWS.

Your NameYour address


ADDRESS OF COMPANY OFFERING JOB

GREETING

PARAGRAPH 1: MENTION THE JOB. SAY WHY YOU ARE INTERESTED
PARAGRAPH 2: TALK ABOUT YOUR EXPERIENCE 
PARAGRAPH 3: ASK FOR  INTERVIEW
CLOSING
SIGNATURE

TYPE YOUR FULL NAME

Your Address
Your city, State ZIP
Today’s Date

Warehouse Manager
Staples Fulfillment Center (or company name)
1600 Corporate Drive (or company address), 
Kansas City, MO 64120 (company city, state zip)

Dear Mr. ___________or Warehouse Manager:

Your opening for a warehousing associate is interesting. This is the type of position for which my education and experience have prepared me. 

I recently earned these credentials from the Metropolitan Community College: Warehousing certificate, Forklift Operator card, and an OSHA 10 Hour General Industry Safety card. My years of experience as a warehouse associate at ________________, and  my experience at_________________ have given me excellent experience to prepare for a position at______________.

May we meet for an interview? I will call next week to ask if we can arrange a time that is convenient to you.vvvvv

Sincerely,

First and Last Name



COMPUTER BASICS: EXCEL BASICS 
Microsoft Office
Office 2013
Excel 2013
Lesson4 Getting Started with Excel
Lesson 11 Cell basics





ASSIGNMENT: COMPUTER BASICS TEST. 














TO SAVE A DOCUMENT IN WORD 2013:
It's important to save your document whenever you start a new one or make changes to an existing one. Saving early and often can prevent your work from being lost. You'll also need to pay close attention to where you save the document so it will be easy to find later.
1. Locate and select the Save command. Click FILE. Then SAVE.
[image: Screenshot of Word 2013]Clicking the Save command
2. If you're saving the file for the first time, the Save As pane will appear.
3. You'll then need to choose where to save the file and give it a file name. To save the document to your computer or flashdrive, click Browse. 
4. I want you to save to the Desktop. Click DESKTOP.

[image: Screenshot of Word 2013]Clicking Browse
5. The Save As dialog box will appear. If you haven’t already, Select the location on the left as the Desktop where you wish to save the document.
6. Type a file name for the document, then click Save. 
[image: Screenshot of Word 2013]

Saving a document
7. The document will be saved. You can click the Save command again to save your changes as you modify the document.
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EMPLOYABILITY-PROFESSIONALISM Notes

What is professionalism?


Well-honed social interaction skills:
Verbal



Written



Physical



Team player




Team Building Activity: 
What did you appreciate/learn through the team building activity?



EMPLOYABILITY-RESUME WRITING

INTRODUCTION-Answer these questions to help you think about what you want on your future resume:
· What are you doing now that you don’t want to be doing in a year?

· What do you see yourself doing in 5 years?

· If you don’t think about where want to be, where will you be in 5 years? 

· How can you increase your skill set?


CREATING A RESUME
Standard to create a resume TARGETED to the job you are trying to find

What’s on it?
Name, address, phone, email
	Make name stand out.
Profile-key strengths and skills
· What are your key strengths and skills?

Employment History in reverse chronological order going back 10- 15 years 
Job Title, Company, Dates, Duties
Bullet points describing duties; actions and results 

Education- if age is a factor, leave off the dates of degrees and diplomas; high school not needed
What’s NOT on it? References. NO HOBBIES, clubs, affiliations, interests unless related 
TIPS
	SUCCINCT & CONCISE—short phrases not long sentences 
	Use KEY WORDS of the industry

	WHITE SPACE
	BULLETS 

	ACTION VERBS to describe job tasks; ACTION RESULT
                  Present Tense Verbs-current job                 Past Tense Verbs -former jobs

	PERFECT spelling, grammar, punctuation
	FRESH EYES-work, set aside, look again

	DON’T LIE
	FONT-Times New Roman, Ariel, Calibri, Tahoma


Resume Assignment:
1) Create a new resume or revise an existing resume 
2) Use the example resumes provided 
3) Save your resume to the desktop or a flash drive
4) Email your resume to me, Simon Muturi

DIRECTIONS TO SAVE YOUR RESUME 
Click File (upper left, blue)
Click Save As (underneath File)
File Name: Your name resume Month 2015
On left side of window, click Desktop OR your flash drive, usually called “Removable Disk E: or F:
Click Save
Document is now saved on the computer’s desktop screen or to your flash drive.

EMAIL RESUME TO ME, YOURSELF AND MCC EMPLOYMENT NAVIGATOR:
Open your email account
Click Compose
In “To” box, type my email address, your email address, and Pete Warner, and Simon Muturi’s email address 
In the “Subject” box, type “Your name resume”
Click the paperclip
A box will open. Click the location on left where you saved your resume. When you find the resume, click it once
Click Open. The resume will attach to the email. 
Click Send.  CONGRATULATIONS! You just sent an email with an attachment!
Walter Warehouse	553 MinMax Road, Kansas City, MO 55553	(333) 333-0333	 Email address
A dependable, highly motivated, punctual, industrious, team-player.

MAJOR STRENGTHS and SKILLS
• Multi-tasking: excellent ability to focus on working efficiently across a multitude of tasks
• In-depth knowledge of inspecting products to maintain quality and productivity standards
• Functional know-how of operating manual material handling equipment
• Solid knowledge of completing paperwork and maintaining a clean and neat work environment
• Understanding of production procedures


WORK HISTORY
Sysco, Olathe, KS						Jan 2010- Dec 2014
Forklift Operator/Warehouse Worker
· Lifted over 50lbs
· Stood and walked for extended periods of time
· Loaded and unloaded freight efficiently and safely
· Moved merchandise to storage areas by means of fork lift
· Stacked products in proper area according to established sequences

Fresenius Medical Care, Alabaster, AL 				 Jan 2009 – Dec 2010
Warehouse Worker
· Bend and stooped; worked in adverse climate conditions
· Picked and packed orders for shipment using pick ticket
· Reviewed orders for shipment
· Ensured inbound and outbound shipments are perfect and free of scratch

Labor Smart, Kansas City, MO					Feb 2008- Dec 2009
Laborer
· Clean work areas, machines, or equipment, to maintain a clean and safe job site
· Select tools, equipment, or materials form storage and transport items to work site

EDUCATION
Metropolitan Community College, Kansas City, MO		December 2014
Warehousing and Logistics Associate Certificate
Forklift Operator Card
OSHA 10 hour General Industry Safety card
National Career Readiness Certificate
Other college, City, State					date
Certificate, degree, number of credit hours, or credential
David G. Drillpress	553 SawDrill Road, Kansas City, MO 55553 (333) 333-0333 Email 

EDUCATION
Metropolitan Community College, Kansas City, MO			2015
Saw & Drill Press Operator Certificate 
OSHA 10 hour General Industry Safety card
National Career Readiness Certificate
Other college, City, State						date
Certificate, degree, number of credit hours, or credential
TECHNICAL SKILLS
	· Select the proper band saw blade material.
· Calculate the appropriate length of blade for the saw.
· Cut and weld the blade, and install it on the band saw.  
· Cut steel to specifications using the blade welded and installed.  
· Layout work using a height gage or a combination square and blue layout fluid.  
· Sharpen a drill bit by hand on a pedestal grinder and make it cut properly.  
· Select the proper RPM for the drill press for the type of material drilled. 
· Use peck drilling to make the holes without damaging the drill bit.

	

	

	


PHYSICAL CAPABILITIES
· Able to lift over 50lbs
· Ability to stand and walk for extended periods of time
· Able to bend and stoop and work in adverse climatic conditions

WORK HISTORY
Sysco, Olathe, KS							Jan 2010- Dec 2014
Forklift Operator/Warehouse Worker
· Loaded and unloaded freight efficiently and safely
· Stacked products in proper area according to established sequences

Fresenius Medical Care, Alabaster, AL 				 Jan 2009 – Dec 2010
Warehouse Worker
· Picked and packed orders for shipment using pick ticket
· Ensured inbound and outbound shipments are perfect and free of scratch

Labor Smart								Feb 2008- Dec 2009
Laborer
· Clean work areas, machines, or equipment, to maintain a clean and safe job site
· Select tools, equipment, or materials form storage and transport items to work site

Wendy Welder
553 MinMax Road, Kansas City, MO 55553	(333) 333-0333	 Email address
SKILLS
• Able to lift over 50lbs
• Ability to stand and walk for extended periods of time
• Able to bend and stoop and work in adverse climatic conditions
EDUCATION
Metropolitan Community College, Kansas City, MO				December 2014
Basic Industrial Welding
OSHA 10 hour General Industry Safety card
National Career Readiness Certificate
Other college, City, State					date
Certificate, degree, number of credit hours, or credential
WORK HISTORY
Sysco, Olathe, KS								Jan 2010- Dec 2014
Forklift Operator/Warehouse Worker
· Loaded and unloaded freight efficiently and safely
· Moved merchandise to storage areas by means of fork lift
· Stacked products in proper area according to established sequences

Fresenius Medical Care, Alabaster, AL 				 	Jan 2009 – Dec 2010
Warehouse Worker
· Picked and packed orders for shipment using pick ticket
· Reviewed orders for shipment
· Ensured inbound and outbound shipments are perfect and free of scratch

Labor Smart, Kansas City, MO							Feb 2008- Dec 2009
Laborer
· Clean work areas, machines, or equipment, to maintain a clean and safe job site
· Select tools, equipment, or materials form storage and transport items to work site




EMPLOYABILITY: INTERVIEWING IN A NUTSHELL
What to bring:
Employment documents-resume, cover letter, references, any other documents
Leave phone in your car! If you took the bus, make sure you turn your phone off before you enter the building.

Punctuality:
Arrive on time! The whole interview is lost if you are late.
Appearance: FIRST IMPRESSIONS MATTER
Dress as well as you can. If money is an issue, use thrift stores or social services to find appropriate clothes. Keep one outfit ready just for interviewing. Guys: Collared shirt, khaki or dark pants. No tennis shoes or sandals. Ladies: skirt or pants, button down blouse
Be as well groomed as you can be. Get a haircut. Guys, remove or neatly trim facial hair.
No jeans. No rips. Clean.
Even if the job you’re interviewing for is in manufacturing, you still need to dress a step above the work environment standard. Dress “office” like. Think conservative.  Once you get the job, and the employer allows, you can venture out a bit in your dress and accessories.
Questions from the interviewer and for the interviewer:
Know something about the company and the job. Look on internet. You aren’t writing a research paper, but just know something!
Practice in advance how you’ll answer. 
Know your skills. If you’ve spent time writing your resume, this will help you answer questions about what skills you have to offer.
Show you are reliable: you WILL show up and on time, you WON’T call in sick.
Don’t ramble. Employers want a few sentences that make sense. Again, think ahead how you’ll answer.
The tough questions: There are various ways to approach this. Some say that if you have issues in your past, face them and be up front and honest with the employer. Explain what you are doing now to make a change from the past.
Others say that if the employer is not asking, make a general statement about making mistakes in the past, but do not bring anything specific up.
There are employers who will work with some past issues; but you have to find them. FEC is a great resource.
Have a few questions for the interviewer. This shows initiative, interest and eagerness.
Common Interview Questions
After we discuss each of these in class, write 3-4 sentences about how you will answer:

Tell me about yourself.


What are your goals for the next 5 years?



What do you have to offer our company?



What are your weaknesses?



Tell me about a time when…….
you had to work on a team; 


you had conflict with someone perhaps another employee, and how you handled it; 


you saw a co-worker doing something unsafe or dishonest and how you handled it


Do you have any questions?
LEARNING STRATEGIES AND STUDY SKILLS

I.Learning as an Adult—How is it different?

Worksheets and questions adapted from the book Be a Successful Adult Learner


























II.Who are you? How do you work and learn, and who are your co-workers?)
· The Treasure Tree, chapter 1 
· YouTube personality clips
· Steve Jobs’ quote
Possible Assignments: 
· ONLINE QUIZZES:
www.quibblo.com/quiz/aw8npyx/DISC-Personality-Style

· http://www.beacondeacon.com/private/treasuretree.htm


What is your major personality type & animal? __________________________________

What are its strengths? ____________________________________________________

What are its weaknesses? __________________________________________________

Secondary personality type? ________________________________________________

Strengths? _______________________________________________________________

Weaknesses? _____________________________________________________________

Begin to understand the strengths and weaknesses you bring to the learning process and to the workplace.

MAXIMIZE YOUR STRENGTHS. Minimize your weaknesses.

APPRECIATE YOUR CO-WORKERS’ STRENGTHS.
Be patient with their weaknesses—because you have weaknesses too.





III. Learning Style-What Is Yours?
Learning Style in class activity

Learning Style Quiz


What is your primary learning style? 


How can you use your learning style to help you in Saw & Drill or Basic Welding?
























IV. Study Skills
Time Management-procrastination, priorities, and scheduling

Procrastination: What task do you know you need to start (maybe doing your taxes?), but are putting off doing? ______________________________________________________________________

What is the deadline? ____________________________________________________

What strategies can you use to get it done?

How can you break it into chunks? ________________________________________________

How can you eliminate distractions? _______________________________________________

When do you have the best energy available to give to this task?

___________________________________________________________________________

Priorities

List your priorities

Write out your current schedule on sheet provided.

Does your schedule reflect giving time to your priorities?  Yes     No

If No, what changes can you make?

Scheduling 
Assignment: Create a weekly schedule on sheet provided. 










Organization
· Get organized—3 Ring notebook with front and back pockets is most flexible. One place for all notes, handouts











































Study Skills 

Reading Textbooks
Active reading for learning is very different from passive reading for pleasure. Expect to read more slowly and carefully when you are reading material you will be expected to understand and remember later. 
1. Get a general idea of what the reading is about.

· Read the introduction, headings and subheadings.
· Read any paragraphs that summarize the content.
· Look at any illustrations or graphs and charts and read the captions.

2. Go back and read the chapter or section carefully. Look for the main ideas. 

3. Look up in a dictionary any words that are unfamiliar to you. 

4. Periodically stop reading and try to remember what you have just read. 
· What are the main ideas? 
· What evidence or examples does the author give to support the main ideas?

5. Once you have finished reading, pretend you are teaching somebody about the material you have just read. Try to explain out loud and in your own words what the reading was about.

6. Use the review questions and key terms in the chapter and at the end of the chapter to test your learning.


Read more: Homework Center: Reading Textbooks | Infoplease.com http://www.infoplease.com/homework/studyskills3.html#ixzz2pweSMBdy

Complete the worksheet on the following pages that is for your class.

Textbook Title________________________________________________________________

Chapter_________ Chapter Title_________________________________________________

Headings—turn them into study questions you should be able to answer

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Chapter summary. What are the key points?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________	
Review Questions at end of chapter (if in your book): Answer them here.
1.__________________________________________________________________________
2.___________________________________________________________________________3.___________________________________________________________________________4.___________________________________________________________________________5.___________________________________________________________________________6.___________________________________________________________________________7.___________________________________________________________________________

Studying From a Textbook—Study Section 3 Unit 4 of Basic Machining Technology p. 266-282
Note the Title. Write it here: ____________________________________________________
Note the key terms. They are usually at the beginning or the end of the chapter. Sometimes they are in the margins. Often they are in bold type in the chapter. When they are in bold they are usually explained or defined. Know them.
What page are the key terms listed on? ___________
Write the key terms in the table below: (Yes, I know there are 21 of them………..; )
	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Look at the section headings and subheadings. As you read, turn them into questions in your mind.
What are the section headings on page 267 in all capital letters?
P_______________________________(Ask yourself “What is a POWER HACKSAW?”)

B______________________________
What are the section sub-headings under the section heading BAND SAWING MACHINES on p. 267:
H_____________________B____________________S_____________

H_________________________________

What key terms are in red type on page 267:
____________________________  and ______________________________


Read the summary-if you don’t have enough time to read the book, at least always read this!
Review Questions-try to answer them below.
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

For future chapters, try to answer the Review Questions on paper. 
If you don’t feel you have time to answer on paper, read them and try to answer to yourself. 
Talk about the chapter out loud. 
Tell someone else about what you are reading. (I recently told my family all about trademark law on a car ride to Lake of the Ozarks. I got a 98% on the test over trademark law.) 
You may be able to answer the review questions just from listening to your instructor’s lecture and your lecture notes. (You did take notes, right? : )
Finished with the worksheet?  Show your instructor.



Studying from a Textbook-Welding Essentials
Note the Chapter Title. Write it here: ____________________________________________________
Find the Table of Contents or it may be just be titled “Contents”. How many chapters does this book have? _______________
Note the key terms, if any. They are usually at the beginning or the end of the chapter. Sometimes they are in the margins. Often they are in bold type in the chapter. When they are in bold they are usually explained or defined. Know them.
Are there key terms listed on a particular page at the beginning or end of each chapter?    YES   NO
If they are not all listed together, how are they shown or set apart in this textbook? ________________

Are there section headings and subheadings?
How are important ideas highlighted in this text?

Write 5 of the main ideas below that are listed as questions in the chapter.
1.

2.

3.

4.

5.

Use the questions in bold as Review Questions. Answer on paper if you have time; in your head if you don’t. You may be able to answer them just from listening to your instructor’s lecture and your lecture notes. (You did take notes, right? : )
On what page does the Glossary begin? ___________________
On what page do the Appendices begin? __________________
You’re done. Show your instructor.
[image: C:\Users\E1393760\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\I5DT7H2D\MC900389446[1].wmf]Study Skills Lesson 2

Taking Notes
Hearing something once is not enough to really learn it, and that is why note taking is so important. Clearly written, accurate notes help to capture information for later study and review. Taking notes also helps you to focus and learn during class time. 
Taking notes in class
1. Sit close to the front of the class to minimize distractions. 
2. Be prepared to keep your notes neat and organized. Use a separate spiral-bound notebook for each subject, or use dividers in your loose-leaf notebook to make separate sections for each subject. 
3. Begin each note taking session at the top of a fresh page. Start by writing down the date.
4. Do not try to write down everything the teacher says, but do try to record as many facts and ideas as you can. Mark important facts or main ideas with an asterisk or star or underline them.
5. Use short sentences and phrases and easily remembered abbreviations and symbols. Some commonly used abbreviations and symbols are: 
· cf (compare)
· ie (that is)
· eg (for example)
· w/ (with)
· w/o (without)
· &, + (and)
· = (equals, is)
6. Write clearly, and leave lots of blank space in the left margin or between lines in case you need to add information later.
7. Read over your notes as soon as you can after class. If there is anything you don't understand, ask the teacher at the next class.
Taking notes from textbooks
1. Organize your paper the same as for class notes.
· Put the date at the top of the page.
· Write down the name of the book and the chapter or section you will be taking notes from.
· Leave space in the left margin or between ideas for your own comments or questions.
2. Keep textbook notes separate from class notes. Use a separate notebook or a separate section in your loose-leaf notebook.
3. Get a general idea of what the reading is about.
· Read the introduction, headings and subheadings, and any paragraphs that summarize the content.
· Look at any illustrations or graphs and charts and read the captions.
4. Go back and read the chapter or section carefully. Look for the main ideas.
5. Try not to copy information directly from the textbook into your notes. Instead, summarize the information in your own words. This will help you to concentrate and learn.
6. If you do copy directly from the textbook, use quotation marks to indicate that it is a direct quotation. Take care to copy the quotation exactly.
7. Summarize the main ideas at the end of your notes and circle them.
Read more: Homework Center: Taking Notes | Infoplease.com http://www.infoplease.com/homework/studyskills2.html#ixzz2q19cFyhp

[image: C:\Users\E1393760\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\UWHUYUL4\MC900295479[1].wmf]Study Skills Lesson 3

Studying for Tests
Tests are a way for you and your teacher to measure how well you have learned the material covered by the class. Think of them as a challenge! Here are some tips for studying for tests.

	


[bookmark: before]Before the Test
1. Be sure to find out ahead of time.
· what material the test will cover
· what type of test it will be (multiple choice, true false, short answer, essay)
· how the test will be graded 
· how much the test will count toward the final grade
2. Study in a place that is free of distractions. Have ready all the things you will need, such as paper, pens, or a calculator.
3. Study at a time when you are alert and not hungry or sleepy.
4. Don't wait until the last minute to study! Short daily study sessions are better than one long session the night before the test.
5. Set a goal for each study period. If you are being tested on three chapters, set up four study sessions, one for each chapter and one for a review of the main ideas in all three chapters.
6. Repetition is key! Read and reread your class notes and the relevant chapters in the textbook.
7. While you are reviewing your notes, cover them up periodically and summarize them out loud. Pretend that you are explaining the material to someone else. 
8. Create your own study aids.
· Make an outline from your notes of just the main ideas.
· Make a timeline of important dates or the order of events.
· Make flashcards for studying vocabulary or events and important dates.
· Make up your own quiz or test based on your notes and have a friend, parent or sibling test you.
9. Do any practice exams or study sheets provided by the teacher. These will help you focus your study session and give you confidence.
10. Get help from the teacher if you do not understand something.

	


[bookmark: group]Studying in a Group
Experts say that studying in a group can be more effective than studying alone. Students say it can be more fun, too! Here are a few tips for organizing a study group.
· It often works best to have just three to five people in a study group. That way, each person gets the time to talk and make sure she understands the material.
· Schedule a few study sessions. Whether studying alone or in a group, a few short sessions are much more useful than one long "cram" session. 
· Having one person act as the leader can help a group to run smoothly. The main goal of the leader is to keep everyone focused on studying so that things don't become too social.
· Be prepared! A study group is a place to share your understanding of a subject. The other people in the group aren't there to teach you facts you should already know. The more you can offer the group, the more you'll get out of it.
Sticking to an agenda is important. Here's one plan for organizing your group time.
1. First, compare your notes and review old homework. If there is something you have had trouble understanding, write down your questions about it before meeting with your study group.
2. Next, drill each other on facts you need to memorize. For example, What are the four stages of a butterfly's life cycle? You might want to give each other practice quizzes.
3. Lastly, take the time to discuss "why" questions. For example, Why do monarch butterflies migrate? 

One way to handle "Why" questions is to make a list of the important ones you will want to review. Then divide the questions among the group. At your next meeting, have each person present a lesson about her questions.

	


[bookmark: tips]Ten Tips for Taking Written Tests
1. Read the instructions carefully. Never assume you will know what they will say! Ask the teacher if you are unsure about anything.
2. Read the entire test through before starting. Notice the point value of each section. This will help you to pace yourself.
3. Answer the easiest questions first, then the ones with the highest point value. You don't want to spend 20 minutes trying to figure out a two-point problem!
4. Keep busy! If you get stuck on a question, come back to it later. The answer might come to you while you are working on another part of the test.
5. If you aren't sure how to answer a question fully, try to answer at least part of it. You might get partial credit.
6. Need to guess on a multiple-choice test? First, eliminate the answers that you know are wrong. Then take a guess. Because your first guess is most likely to be correct, you shouldn't go back and change an answer later unless you are certain you were wrong.
7. On an essay test, take a moment to plan your writing. First, jot down the important points you want to make. Then number these points in the order you will cover them.
8. Keep it neat! If your teacher can't read your writing, you might lose points.
9. Don't waste time doing things for which you will not receive credit, such as rewriting test questions.
10. Leave time at the end to look over your work. Did you answer every question? Did you proofread for errors? It is easy to make careless mistakes while taking a test. 

	


[bookmark: after]After the Test
1. When the test is returned, read the teacher's comments carefully and try to learn from your mistakes.
2. Save tests for later review for end-of-term tests.
Read more: Homework Center: Studying for Tests | Infoplease.com http://www.infoplease.com/homework/studyskills4.html#ixzz2pwf8c7qA
Final class question: Write 1 thing you learned that increases your chances of finding employment and reaching life goals:

Academically-math, reading, or map/chart reading

Employability-resume, interviewing

Computer Basics-hardware, operating systems, Word, internet, email

Learning Strategies-style, personality, study skills, time management

Motivation/Attitude-this is DAY 1 of the rest of your life! 
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