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IRC in San Diego

Goals & Approach

Five Curricular Components

The VESL Plus program was developed by the San Diego office of the International Rescue Committee 
to help prepare refugees with limited English proficiency for entry-level employment.  Fundamentally, it is 
characterized by four key features.  First, it utilizes a unique bilingual approach: a half-day of vocational ESL is 
complemented by a half-day of classes in work readiness, financial literacy, computer literacy and a selection 
of special topics taught in the refugees’ native language.  This bilingual approach has been critical to the 
effectiveness of the program as it allows for the rapid development of the basic English skills needed for work, 
while simultaneously covering critical employment-related topics in a robust, in-depth manner that can only 
be accomplished by teaching in the students’ native language. Second, it is delivered in an intensive, short-
term format.  While it is true that it can take years for an adult to become fluent in a second language, the 
reality faced by refugees and many other low-income immigrants is that there are economic pressures to find 
employment quickly. VESL Plus is designed to support opportunities for early employment. Third, VESL Plus 
offers an integrated curriculum that covers traditional topics such as resumé writing and interview skills, but 
also includes additional subjects that are critical to successfully acquiring a first job and building solid financial 
footing. Finally, VESL Plus is most effective when it is not delivered as a stand-alone program, but rather 
paired with one-on-one employment counseling services.

Work Readiness Training (WRT) is 
taught in-language and is designed 
with two fundamental goals in mind.  

First, it provides a space to conceptually 
understand working in America, the process 
of finding a job, and other key topics that while 
introduced in VESL, benefit from a more robust 
discussion in WRT as the in-language aspect 
of the class facilitates a significantly more in-
depth discussion.  Second, WRT aims to help 
students understand that being successful in 
getting and keeping a job is about much more 
than just having strong enough English skills or 
a specific set of technical skills – rather success 
in the American job market also depends on 
understanding the sometimes unspoken culture, 
expectations, and norms of the workplace. 

VESL is at the core of the VESL Plus 
curriculum, as it lays the foundation for the 
English skills that help clients apply for, 

interview, and keep entry-level jobs.  From the 
very beginning, the class uses a job application as 
the “backbone” of the curriculum. Students begin 
by learning the basics of discussing personal 
information and progress to learning to talk 
about themselves – their skills, education, work 
history, and personal attributes – in a way that 
supports a compelling job application, resumé, 
and interview.  The VESL class emphasizes 
interactive practice, repetition to build verbal 
muscle memory, and equips clients with strategies 
to use to communicate in an interview or on the 
job, even when they are still at relatively low levels 
of comprehension and speaking.
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Financial Literacy (FL) 
is also taught in-language 
to ensure maximum 

comprehension of the course 
material.  Topically, over the first 
seven weeks, FL covers the basics 
of budgeting, banking, and credit. 
The class ensures that students 
have the chance to learn concepts 
such as a “monthly budget” or 
“credit score” in the context of their 
own families. Yet FL is included 
in VESL Plus for reasons beyond 
just mastery of these critical skills.  
For many students – especially 
those that are on a form of 
public assistance– transitioning 
to employment often means 
confronting concerns about losing 
critical benefits or supports. FL 
provides a safe venue to discuss 
successfully navigating from a 
“safety net” system to financial 
self-sufficiency. 

Computer Literacy 
(CL) classes are 
designed to build basic 

familiarity with computers, 
Internet usage and email but 
quickly progresses to helping 
students sharpen the needed 
skills for conducting an 
online job search, submitting 
applications and resumés 
electronically, and using an 
email account to communicate 
with employers. This class 
is taught primarily in the 
students’ native language while 
still introducing key English 
vocabulary. Importantly, 
since the class is taught in a 
computer lab, it also offers an 
opportunity for students to gain 
valuable hands-on practice with 
computers. 

Finally, the VESL Plus 
program is designed 
to incorporate weekly 

Special Topics classes that 
provide an opportunity to 
cover additional subjects such 
as transportation, using local 
community-specific resources, 
or providing additional 
information about vocational 
and career pathways. This 
curriculum guide does not 
include activity plans for these 
Special Topics classes as 
they work best when they are 
customized to the specific 
needs of the population and 
the community where the 
program is delivered. Sample 
descriptions of Special 
Topics classes and learning 
objectives are included as 
examples in this curriculum.

Five Curricular Components Continued

3 4 5

Curricular Components in a Week

VESL VESLVESLVESLVESL

Break BreakBreakBreakBreak

WRT WRTSpecial
Topics CL FL

VESL Plus
Program Introduction & Overview
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Assessing Student Progress

How to Use this Curriculum 

VESL Plus uses a variety methods to measure student progress throughout the program. IRC staff developed 
a pre-program ESL assessment and language levels (described in depth on the next page) to assess 
students before the program. Staff also use a VESL pre and post test, tailored to the curriculum and aligned 
with employer-identified competencies, to measure progress in vocational English skills, both verbal and 
written. Depending upon the needs of the program and implementing agency, it would also be possible to 
use standardized tests to gather additional information on student progress (e.g. the CASAs or TABE test). In 
addition, a scored Mock Interview during the final week of the class measures client competency in interview 
skills and offers an important “real world” assessment of skills. Ideally, these Mock Interviews should be 
conducted and evaluated by individuals external to program staff. Finally, it would be remiss to neglect the most 
important assessment tool in the program: student placement in employment. Fundamentally, the goal of VESL 
Plus is to help students gain entry-level jobs, and tracking this outcome is the strongest measure of success for 
the VESL Plus program.

This curriculum was put together with a goal of providing a comprehensive overview of week-by-week learning 
objectives, examples of activities and materials to accomplish these weekly learning goals, and assessment 
tools to measure student progress. It is presented in a weekly format, with each week containing objectives, 
activities, presentations and materials for VESL, WRT, FL and CL. In addition, information is provided about a 
set of Special Topics that can also be incorporated to enhance the learning experience.   

IRC delivers the VESL Plus curriculum with a team of teachers, including dedicated VESL, WRT, FL, and CL 
instructors. It is recommended that the instructional team review the entire program’s weekly objectives to see 
the integrated learning goals that are interwoven throughout all the classes. It is particularly critical for WRT 
and VESL instructors to communicate throughout the program to ensure that each class supports the other’s, 
while offering students a cohesive learning experience. While each week’s goals build off of the previous week, 
the curriculum is flexible enough so that an experienced instructor may adapt the structure to best suit his or 
her students’ needs.  Finally, the curriculum was developed for the office’s Arabic speaking population with low-
intermediate English, but even within this group there are variations in skill and ability.  Many of the activities 
can be modified to be responsive to the specific levels of students. IRC has taught this curriculum to multilevel 
classes of English language learners and has found success in doing so. 

In the VESL and WRT sections, you will see references to the Oxford Picture Dictionary (English/Arabic OPD, 
Second Edition by Jayme Adelson-Goldstein and Norma Shapiro).  As this curriculum uses a blended, bilingual 
format, IRC instructors have found that using the OPD greatly enhances instruction. This resource is available 
in several languages, including an English only version. 

The primary assessment tools for the program (Pre-Program ESL Assessment; VESL Pre and Post-Tests; and 
Mock Interview) were tailored to specifically measure student progress in the weekly learning objectives. For 
convenience, all of the assessments are listed in the Table of Contents. 

VESL Plus
Program Introduction & Overview

http://www.amazon.com/Oxford-Picture-Dictionary-English-Arabic-Arabic-speaking/dp/0194740102/ref=sr_1_1?ie=UTF8&qid=1429222107&sr=8-1&keywords=oxford+picture+dictionary+english+arabic
http://www.amazon.com/Oxford-Picture-Dictionary-English-Arabic-Arabic-speaking/dp/0194740102/ref=sr_1_1?ie=UTF8&qid=1429222107&sr=8-1&keywords=oxford+picture+dictionary+english+arabic
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Pre-Program ESL Assessment 
Materials:
English Assessment Ranking Descriptions 
IRC ESL Assessment 
Assessment Picture 
Assessment Answer Key 

The VESL Plus Program is designed to focus on adults who have a low-intermediate beginner level of English. 
This assessment is intended to gauge students’ language levels prior to starting the program. IRC developed 
a scale to categorize participants’ English levels. The levels are described in the English Assessment Ranking 
Description document. 

Two points of particular note:  First, the VESL Plus Program has not historically utilized a standardized test, 
such as CASAS or TABE, for a variety of reasons specific to how the program is implemented at IRC.  Such a 
tool could certainly be used and as a point of reference. The VESL Plus Program has sampled students using 
the CASAS Life and Work Listening test series, with students generally falling in the 185-205 scaled score 
range.  Second, the VESL Plus Program has been designed to accommodate a multi-level student population. 
While the program is best suited to low-intermediate beginner students, IRC staff have regularly incorporated a 
wider range of students in the classroom with success.  
 
Utilizing the assessment 
Students should be assessed one-on-one with program staff, using the IRC ESL Assessment and Assessment 
Picture. Staff will ask a series of questions that will require the students to respond using progressively more 
complex language. Please begin by explaining to the student the nature of the assessment and that he or she 
should attempt to respond in English and in complete sentences, if possible. The assessment also includes an 
Assessment Answer Key that provides example responses and characteristics to assist staff who conduct the 
assessment rank students’ answers.

VESL Plus
Assessments
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English Assessment Ranking Descriptions 
       
        International Rescue Committee 
               Center for Financial Opportunity │ VESL Plus 

	  

English Language Assessment: Description of Levels 
 

Pre-Literate 
¥ Understands almost nothing 
¥ Often doesn’t know how to respond to basic greetings and phrases. 
¥ Can’t identify letters of the alphabet and can’t write letters 

 

Level 1 (low beginner) 
¥ Can say/write some of the letters of the alphabet but may have them out of order or 

incorrectly say/write some 
¥ Knows cardinal numbers up to 10, may say them haltingly 
¥ Can respond to simple greetings and questions 
¥ Very limited understanding of spoken English 
¥ Very limited spoken vocabulary 

 

Level 2 (intermediate beginner) 
¥ Knows alphabet, numbers, dates (makes errors) 
¥ Has English language learning exposure, has limited amount of vocabulary can access 

but can’t (easily) retrieve for use in a conversation 
¥ Can form some (simple, not well constructed) sentences and can generally be 

understood  
¥ Limited understanding of spoken English 

 

Level 3 (high beginner, low intermediate) 
¥ Knows alphabet, numbers, dates 
¥ Can write English, sometimes with hesitation  
¥  Has a background in English language learning, has access to a wider range of 

vocabulary and can converse  
¥ Can form simple sentences and can communicate with decent vocabulary 
¥ Understands and uses various verbs (mixes tenses) 
¥ Understands much (not all) of what is said to him/her 
¥ Can ask and respond to some questions (limited) 

 
Level 4 (intermediate) 

¥ Has studied English in the past  
¥ Can write English with ease  
¥ Can form simple and complex sentences, a greater range of vocabulary 
¥ Understands the verb tenses (doesn’t always use them) 
¥ Understands most of what is said to him/her 
¥ Can respond to questions (may be limited) 
¥ Can ask own questions (may be limited) 

 

Level 5 (high intermediate and up) 
¥ Easily understands spoken and written English 
¥ Readily interacts with others in English  

 
PLEASE NOTE:   
Clients will initially be assessed by VESL Instructor, VESL Program Coordinator, and volunteers if necessary, depending on 
the number of clients being assessed.   
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IRC ESL Assessment 1/2

       
        International Rescue Committee 
               Center for Financial Opportunity │ VESL Plus 

	  
 

English Language Assessment 
Scoring Sheet 

 
 
 
Question 1   A) What is your name?   

Can you write your name here? ___________________________   

         B) Can you complete the following letters in the alphabet?  

A  B  C  ___    ___  ___    ___  H  

� Pre-Literate – unable to write name, alphabet or identify letters 
� L1/L2  
� L3/L4/L5  

 
Question 2 Where are you from? 

If they say the country, ask:  Where in ____________?  
 

� L1 
� L2 

� L3  
� L4 

� L5 

 
Question 3 Where do you live? 

If they answer with ease, ask: How long have you been in 
the United States? 

 
� L1 
� L2 

� L3  
� L4 

� L5 

 

Client Name: ________________________ 

Assessment Date: __________________	  

English Language Score: ___________	  
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IRC ESL Assessment 2/2
       
        International Rescue Committee 
               Center for Financial Opportunity │ VESL Plus 

	  

Question 4 Are you married? 
       Do you have children? 

If they answer yes, ask: How many children do you have?  

� L1 
� L2 

� L3  
� L4 

� L5 

 

Question 5 Who are they?  (show picture) 

� L1 
� L2 

� L3  
� L4 

� L5 

 

Question 6 What are they doing? (show same picture) 

� L1 
� L2 

� L3  
� L4 

� L5

Question 7 What do you do everyday? 

� L1 
� L2 

� L3  
� L4 

� L5

Question 8  What did you do before?  What was your job? 

� L1 
� L2 

� L3  
� L4 

� L5 

 

Question 9 What are your goals for the future? 

� L1 
� L2 

 
 

� L3  
� L4 

 
 

� L5 
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Assessment Picture
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Assessment Answer Key 1/2

       
International Rescue Committee 
Center for Financial Opportunity  VESL Plus   

 
English Language Assessment - Answer Key

Question 1: 
 

What is your name?/ 
Can you write the 
alphabet? 

 Pre-Lit Unable to write name, alphabet or identify letters  
 L1  No answer initially, answer after prompts or examples 
 L2 Ahmed       

 *gives name but no verb 
 L3-L5 Ahmed Kareem  

 *complete sentence w/ subject and verb 
 

Question 2:  
 

Where are you from? 

 L1       Does not answer, may attempt 
 L2       Answers after  

           *answers short, w/errors and no verbs 
 L3        

            *answers short, w/errors and no verbs  
 L4/5     

           *answers with subject and verbs 

Question 3:  
 

Are you married? 

 L1       Does not answer or try 
 L2        

            *after prompting like pointing at ring finger  
 L3        

            *answers with errors 
 L4/L5   

            *answers complete with subject and verb 
 

Question 4:  
 

Where do you live? 

 L1      Still does no  
 L2      Tries to answer but is unable 
 L3        

            *answers short; with errors and no verbs 
 L4       

            *answers with verb or subjects and verb with errors 
 L5       

            *answers complete; subjects and verbs 
 

Question 5:  
 

Who are they? 
(Show picture of 
family having a meal) 

 L1      Still does not answer or try 
 L2       

*no verbs, answers with just noun 
 L3       etc 

*answers short, subjects and nouns but no verbs,  
  can use variation of nouns 

 L4      etc 
*answers with subjects, some verbs and nouns 

 L5      etc 
*answers complete, uses subjects, verbs 
 

*Levels are divided by these five indicators: L1, L2, L3, L4, L5 (Pre-literate for written)
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Assessment Answer Key 2/2

       
International Rescue Committee 
Center for Financial Opportunity │ VESL Plus 

	  
Question 6: 
  

What are they doing? 
(Show picture of 
family having a meal) 

¥ L1      Still does not answer and doesn’t try (can stop test here) 
¥ L2      Tries to figure out what is being asked and tries to answer,  

              may repeat “Mother”, “Man”…etc 
 *doesn’t know common verbs, knows some nouns 

¥ L3       Answers “She dinner,” “He dinner,” “kitchen”… etc 
 *answers short, some/no verbs, pronouns, nouns 

¥ L4       Answers “They are eating,” they kitchen eat dinner,”… etc 
 *answers with pronouns, verbs and nouns, w/errors 

¥ L5       Answers “They are a family,” or “They are eating dinner,” 
                   or “They are smiling and are very happy” …etc 

 *answers complete with pronouns, verbs and nouns;  
  Uses indefinite and definite articles (w/errors) 
 

Question 7:  
 

What did you do 
before? What was 
your job? 

¥ L2      Tries to figure out what is being asked and tries to answer,  
                   May repeat words 
¥ L3       Answers “Driver”, “Cashier. Lebanon,” “No work”…etc 

 *answers short, some/no verbs, nouns 
¥ L4       Answers “I am driver Iraq,” “I am school, no work” or  
                   “I working cashier”…etc 

 *answers w/pronouns, verbs and nouns (w/error) 
¥ L5       Answers “I was a coast engineer in Iraq for 16 years”…etc 

 *answers complete; appropriately uses pronouns, verbs  
  and nouns 

 
Question 8:  
 

What do you do every 
day?  
(Tell me three things) 

¥ L2        Does not answer and doesn’t try (can stop test here) 
¥ L3        Answers “I TV, computer, Facebook”…etc 

 *answers short, some/no verbs, pronouns 
¥ L4        Answers “I am tea,” “I drive,” “I shopping”…etc 

 *answers w/pronouns, verbs and nouns (improper use 
  of present progressive or to be verbs) 

¥ L5        Answers “I drink coffee, watch TV and use the computer”…etc 
 *answer is complete; appropriately uses pronouns, verbs  
  and nouns 
 

Question 9:  
 

What are your goals 
for the future? 

¥ L3        Answers “work”  
 *answers short, some/no verbs 

¥ L4        Answers “I want work” 
             *answers w/pronouns, verbs 

¥ L5        Answers “I would like to improve my English and get a  
                   good job.”  
                   * answer is complete; appropriately uses pronouns, verbs           

and nouns 
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VESL Pre & Post Test & 
 Mock Interview 

Documents:
VESL Pre/Post Test
VESL Pre/Post Grading Rubric 
Tips for Interviewing VESL Clients 
Interview Questions 
Employment Interview Feedback Form

VESL Pre and Post Test 
The VESL Pre-Test measures what students understand and know at the start of the program. They will take 
the same test again at the end of the program to measure and demonstrate their progress after completing the 
program. The test is divided into two sections. The first is an application-- students should try their best to fill 
it out much as possible. The second section is an interview. During the pre-test you will conduct the interview 
with students one-on-one. Have students respond to the questions while you record the responses and gauge 
performance. At the end of the program, the process is similar with students completing the first application 
section to the best of their ability and going through a one-on-one interview with you. Retain students tests 
results to compare scores and note individual improvement.  
 
Mock Interview 
For the post-test interview, students will again complete a Mock Interview. However, these interviews should 
be conducted by individuals outside of program staff, so that it simulates an actual job interview. Let the class 
know about the event in advance and encourage students to dress up and treat it as an actual professional 
interview. Weeks before the activity, recruit volunteers, community partners or employers to come to class as 
volunteer interviewers so that students can interact with other English speakers outside of program staff.

Before the mock interview, give the volunteer interviewers an orientation on working with English language 
learners, using the Tips For Interviewing VESL Clients document. Interviewers should also receive the 
Interview Questions and the Employment Interview Feedback form to look over beforehand. Explain that they 
can take notes on the Interview Questions, but should also fill out the Feedback Form so that you can review 
each student’s performance and give proper feedback and guidance. 

Try to create an environment conducive for interviews, using separate rooms and desks for each volunteer 
interviewer. Have students come in on-by-one and do an interview with a volunteer. Explain again to the 
students that this is a learning experience, and while they should treat it like a real interview and try their best, 
it is a practice run. You may need to stagger the interviews, so that the volunteer interviewers have adequate 
time to take notes and assess the students’ performance. 
After each student has had a turn and the interviewers have filled out their forms, check in with the interviewers 
to hear their feedback and initial thoughts. Collect the paperwork and review the feedback with each student 
one-on-one.

VESL Plus
Assessments
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VESL Pre-Test 1/2

       
International Rescue Committee 
Center for Financial Opportunity │ VESL Plus 

 

VESL Pre/Post Test │ Part 1 

Student │Please fill out the employment application below to the best of your ability: 

APPLICANT INFORMATION      

Last Name  First  M.I. Date  

Street Address Apartment/Unit # 

City  State  ZIP  

Phone  E-mail Address 

Date Available Social Security No. Pay Desired Salary 

Position Applied for 

Are you a citizen of the United 
States?  

YES   NO   If no, are you authorized to work 
in the U.S.?  

YES   NO   

Have you ever been convicted of 
a felony?  

YES   NO   If yes, 
explain 

 

EDUCATION  
School Address 

From  To  Did you 
graduate?  

YES  
 

NO  
 Degree  

PREVIOUS EMPLOYMENT  

Company  Phone (           ) 

Address  Supervisor  

Job Title  Starting 
Salary $  Ending 

Salary $  

Responsibilities 

From  To  Reason for 
Leaving  

REFERENCES  
Please list your professional reference. 

Full Name  Relationship  

Company  Phone (           ) 

 

Part 1 │Total: _____ / 42 
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International Rescue Committee 
Center for Financial Opportunity │ VESL Plus 

 

VESL Pre/Post Test │ Part 2 
Student Name: ___________________________  Date: ________________ 

Teacher │ Please ask the student to verbally answer the following five questions to the best 
of their ability: 

1. Tell me about yourself. / Tell me about your past work experience.  
 

Score: _____ / 2 

 

 

2. Tell me two strengths and two weaknesses. 
Score: _____ / 2 

 

 

3. What is your availability? 
Score: _____ / 1 

 

 

4. What are your goals? 
Score: _____ / 2 

 

 

5. Do you have any questions for me? 
Score: _____ / 1 

 

 

 

Part 2 │Total: _____ / 8 

Pre/Post Test 
Total: 
 _________ / 50 

VESL Pre-Test 2/2
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VESL Pre/Post Test Grading Rubric 1/2

       
International Rescue Committee 
Center for Financial Opportunity │ VESL Plus 

 

VESL Pre/Post Test │ Part 1 Scoring Sheet 

 
Section 1 │ Applicant Information  

 

APPLICANT INFORMATION      

Last Name 2 points First 2 points M.I. Date 1 point 
Street Address 1 point Apartment/Unit # 

City  1 point State 1 point ZIP 1 point 
Phone 1 point E-mail Address 1 point 
Date Available 1 point Social Security No. 1 point * Pay Desired Salary 1 point 

Position Applied for  2 points ** 

Are you a citizen of the United 
States? 1 point 

YES   NO   If no, are you authorized to work 
in the U.S.? 2 points  

YES   NO   

Have you ever been convicted of 
a felony? 1 point 

YES   NO   If yes, 
explain 

 

*      Students should be told to write XXX-XX-XXXX for their SSN on practice applications. 
**     Teacher’s Discretion: Some teachers might want to write an example on the board for the 
class such as: Position: Cashier, other teachers may not address it as a class, but allow the 
students to choose their own position.  
 
 

Section 1 │Sub-total: _____ / 20 

Scoring Rubric 

1 point  Answers that are complete and correct 

0.5 point  Partial answers or places where the student made an 
honest attempt to answer the question 

0 points  Any blank section that has a point value associated with it 
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International Rescue Committee 
Center for Financial Opportunity │ VESL Plus 

 
Section 2 │ Education  
EDUCATION  

School Name 1 point Address 1 point 
Did you 
graduate? 
1 point 
 

 YES        NO 
             

Year 
Completed 
1 point 
 

 

_____________ 

 

Degree 2 points 

Section 2 │Sub-total: _____ / 6 

 

 

 

 

 

 

 

 

Section 3 │ Previous Employment   

 

 

 

 PREVIOUS EMPLOYMENT  

Company 1 point Phone (           ) 1 point 

Address 1 point Supervisor 1 point 

Job Title 2 points Starting 
Salary $ 1 point Ending 

Salary $ 1 point 

Responsibilities 2 points 

From 

1 point 
 

To 

 
 Reason for 

Leaving 1 point 

Section 3 │Sub-total: _____ / 12 

 

Section 4 │ References   

 
 

 

 

 

 

 

 

 

 

 

REFERENCES  
Please list your professional reference. 

Full Name 1 point Relationship 1 point 
Company 1 point Phone (           ) 1 point 
 Section 3 │Sub-total: _____ / 4 

 

 

 

 

Part 1 │Total: _____ / 42 
 

 

VESL Pre/Post Test Grading Rubric 2/2
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International Rescue Committee 
Center for Financial Opportunity │ VESL Plus 

 

VESL Pre/Post Test │ Part 1 

Student │Please fill out the employment application below to the best of your ability: 

APPLICANT INFORMATION      

Last Name  First  M.I. Date  

Street Address Apartment/Unit # 

City  State  ZIP  

Phone  E-mail Address 

Date Available Social Security No. Pay Desired Salary 

Position Applied for 

Are you a citizen of the United 
States?  

YES   NO   If no, are you authorized to work 
in the U.S.?  

YES   NO   

Have you ever been convicted of 
a felony?  

YES   NO   If yes, 
explain 

 

EDUCATION  
School Address 

From  To  Did you 
graduate?  

YES  
 

NO  
 Degree  

PREVIOUS EMPLOYMENT  

Company  Phone (           ) 

Address  Supervisor  

Job Title  Starting 
Salary $  Ending 

Salary $  

Responsibilities 

From  To  Reason for 
Leaving  

REFERENCES  
Please list your professional reference. 

Full Name  Relationship  

Company  Phone (           ) 

 

Part 1 │Total: _____ / 42 

VESL Post-Test 
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IRC VESL Plus and PCG VESL 
Tips for interviewing VESL clients  

 
1. Because our clients have varying levels of language abilities : 

 Please slow down your speech a bit until you get a sense of the 
client’s level of comprehension.  If you have a client  who is quite 
fluent, try to speak at a normal rate 

 Choose simple phrases when/if you ask for more information 
 Please do not correct grammar; as you ask questions and interact 

with the clients, you will automatically model grammar as used by a 
native speaker 

 Please do not prompt the client or give partial answers; this  really is a 
test of their knowledge at this point in time 
 

2. Due to time constraints, please plan to ask only 3 – 4 of the questions during the 
 interview  

 If the client is able to quickly and correctly answer the questions, then 
feel free to ask for more information and/or more questions   

 
3. When you ask the questions, please start by phrasing them as written 

 If the client does not respond or responds incor rectly (thinking it is a 
different question), please rephrase the question (using one of those 
listed, if possible)  

 
 If the client still does not respond or continues to respond incorrectly, 

go on to a different question (but please note the one you had to  skip) 
 

 At the end, please ask them if they have any questions for you.  If  
they say no, please tell them that employers really EXPECT 
applicants to have at least a question or two 
 

4. Please enjoy your time with our clients  
 Many of our clients will be nervous.  However, through your kind and 

friendly interactions with them, they will gain additional confidence 
and valuable knowledge about interviewing for a job in the U.S.  

 
 

THANK YOU FOR YOUR EFFORTS AND PATIENCE!  
 

Tips for Interviewing VESL Clients
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Interview Questions 
 

Questions 1, 2, 3 are all very similar.   If you ask one, decide whether you need to ask the others. 
 
1. Tell me about yourself.   
 
 
2. What is your previous work experience?   
 What was your last job?   

What work did you do on your last job? 
 What work did you do before? 
 
 
3. Why should we hire you?   
 
 
4. What are your strengths and weaknesses?  (if they already talked about strengths, just ask about weaknesses) 
 Tell me 3 strengths and 3 weaknesses. 
 
 
5. What is your availability? (it can mean either start date or days can work; try to get both if you want) 
 When can you start?   When can you work?  What days can you work? 
 (other related questions:  Can you work on the weekends?  At night?  Are you flexible?) 
 
 
6. Do you have reliable transportation? 
 How will you get to work?  Do you have a car? 
 
 
7. Who referred you? 
  
 
 
9. What are your goals? 
 What do you want to do in the future? 
 
 
 
10.  Do you have any questions? (They should have at least 1 – 2 questions.) 
 
  
 
For students who answer the above questions with relative ease 
 
11. What does customer service mean to you? 
 What is good customer service? 

Interview Questions



21
IRC in San Diego

Employment Interview Feedback Form

International Rescue Committee 
Employment Interview Feedback Form 

Interviewee:     Interviewer:  
 
Employer:             Position: Stock Clerk
 
APPEARANCE 
Did applicant look professional?     Yes:    No:   
Cleanliness (hair combed, clean shaven)    Yes:    No:   
Neat clothing (shirt tucked in, modest jewelry)   Yes:    No:   
 
INTRODUCTION       
Did applicant have good eye contact?    Yes:    No:   
Did applicant have a pleasant expression (smiling)?   Yes:    No:   
Did applicant have a firm handshake (strong or dead fish)?  Yes:    No:   
 
RESPONSES TO INTERVIEWER QUESTIONS 
Did applicant sit comfortably with good posture?   Yes:    No:   
Did applicant speak clearly and loudly?      Yes:    No:   

    Yes:    No:   
   Yes:    No:   

 Were answers too brief?     Yes:    No:   
 Were answers too lengthy?     Yes:    No:   
Did applicant ask to clarify questions if needed?   Yes:    No:   
 
PRESENTATION 
Did applicant show a positive attitude/ eagerness to work?   Yes:    No:   
Did applicant share good work habits: Reliable, punctual,  
hard working?        Yes:    No:   
   

 
Did applicant ask relevant questions, for instance:    Yes:    No:   

 What are the job duties? When job would start? 
 What would be the hours of work? 
 Were there any special requirements /clothing etc.? 
 When the decision would be made for the job? 

 
Areas for Improvement:  
 
 
 
Strengths:  
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Weeks 1-8
Special Topics Learning Objectives

Health 
Practice scheduling an appointment for a doctor’s visit
Learn key terms for health and medical care 
Identify the difference between emergencies and non-
emergencies
Name several healthy practices they can incorporate into their 
daily routine

Food Security 
Create a food budget and plan family meals 
Understand the US food systems 
Become aware that processed foods and beverages are not 
necessarily healthy options
Identify local grocery stores and farmers markets that offer 
healthy and affordable food
Discuss challenges in food planning and finding culturally 
appropriate resources

Career Development I & II 
Explain why entry-level or early employment is an important 
first step to achieve future career goals 
Comprehend the differences between the US education 
system and the education system of their former country 
Identify different community resources
Identify a future goal 

Return to Table of Contents
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Weeks 1-8
Special Topics Learning Objectives

Transportation I & II 
Explain the importance of understanding public transportation 
systems
Identify where to purchase a compass card
Use both Google Maps and the Regional Transit Map to route 
plan
Know how to make correct transfers 
Apply learned skills by taking a field trip to a local attraction 
using public transportation 
Describe what services the DMV provides and how to make 
an appointment
Explain the difference between a driver’s permit and a driver’s 
license 
Understand the process to obtain a driver’s license  
Apply Financial Literacy skills to create an appropriate car 
buying budget  
Name three places to look for cars  
Identify a checklist of things to do and ask before buying a car 
Explain how to use Edmunds and Kelly Blue Book websites in 
the car search process
Know who to contact at IRC for information on auto loans 

Microenterprise
Narrow down ideas for an industry/field of interest 
Name different types of self-employment 
Further comprehend the importance of credit history
Identify key steps in creating a business plan

Return to Table of Contents
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Health 
Practice scheduling an appointment for a doctor’s visit
Learn key terms for health and medical care 
Identify the difference between emergencies and non-emergencies
Name several healthy practices they can incorporate into their daily routine

The goals of the Health Special Topics presentation are for students to become familiar with the health care 
system in the US and understand the different types of medical care.

The IRC Resettlement Department helps refugees navigate the healthcare system in the US. Students who 
have MediCAL must select healthcare providers and learn how to schedule doctors’ appointments, resolve 
billing issues and access interpretation. Given these challenges VESL Plus students face, the Health Special 
Topics presentation is an opportunity for students to first learn a general overview of the US healthcare system 
and steps to take in accessing healthcare. During the presentation, students will discuss different types of 
medical care including: preventative, primary, urgent and emergency. Students also identify and discuss 
healthy practices to incorporate in preventative care. Like VESL Plus’ focus on encouraging self-sufficiency, it 
is important that students are aware of how to maintain their health and become their own health advocates. 

Food Security 
Create a food budget and plan family meals 
Understand the US food systems 
Become aware that processed foods and beverages are not necessarily healthy options
Identify local grocery stores and farmers’ markets that offer healthy and affordable food
Discuss challenges in food planning and finding culturally appropriate resources

The goals of the Food Security Special Topics presentation is for students to learn ways to meal plan for their 
families and become aware of appropriate community sources that promote a healthy and sustainable future. 

Good nutrition and food budgeting go hand-in-hand with the goals of early employment by empowering 
students to become self-sufficient in their community. Newly arrived refugees need information and support in 
order to transition to the US marketplace and make good food choices in their new environment. The IRC Food 
Security and Community Health Department provides durable solutions to food security, health problems and 
economic hardship through community-based food and farming projects.  

The Food Security unit consists of one two-hour class in the eight week VESL Plus program and is designed 
to educate students about their access to culturally appropriate and healthy foods in their local communities. 
The class focuses on the need for creating a family food budget, understanding of local fresh produce and the 
health consequences of fast/processed food. In San Diego, VESL Plus students are encouraged to visit local 
IRC supported farmers’ markets that provide various affordable produce from our New Roots urban farms. 

Weeks 1-8
Presentation Descriptions / Special Topics

Return to Special Topics at a Glance
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Career Development Class 1 & 2 
Explain why entry-level or early employment is an important first step to achieve future career goals 
Comprehend the differences between the education systems in the US and in their former country 
Identify different community resources
Identify a future goal 

The goal of the Career Development Special Topics presentations are for students to become familiar with the 
steps they can take after early employment to achieve their individual professional goals. 

Students arrive in the US with various employment backgrounds from unskilled to skilled trades to professional 
careers. Many students would like to return to their original field or use their developed skills. In IRC’s Center 
for Financial Opportunity, the Career Development Department facilitates career advancement support and 
training programs to help progress students’ professional objectives.  
 
The Career Development unit consists of two two-hour classes and is designed to assist students, who are 
currently looking for employment, to increase their self-sufficiency by better understanding the first steps 
needed in order to reach their goals. The first class focuses on the US education system and why earning a 
higher degree can be beneficial for future goals. The second class focuses on interview etiquette and nuances 
for professional level job interviews.

Transportation 1 & II 
Explain the importance of understanding public transportation systems
Identify where to purchase a compass card
Use both Google Maps and the Regional Transit Map to route plan
Know how to make correct transfers 
Apply learned skills by taking a field trip to a local attraction using public transportation
Describe what services the DMV provides and how to make an appointment
Explain the difference between a driver’s permit and a driver’s license 
Understand the process to obtain a driver’s license  
Apply Financial Literacy skills to create an appropriate car buying budget  
Name three places to look for cars  
Identify a checklist of things to do and ask before buying a car 
Explain how to use Edmunds and Kelly Blue Book websites in the car search process
Know who to contact in IRC for information on auto loans

The goal of the first Transportation Special Topics class is for the students to gain the skills necessary to plan 
and feel comfortable using public transportation (bus and/or the trolley).

Many students do not use the bus because 1) they are afraid of getting lost, 2) they do not know which or how 
many buses to take 3) they, or a family member, have a car and do not think it is important. Increasing students’ 
knowledge of the public transportation system and its uses will allow them to feel comfortable to plan for and 
use the local buses or trolleys as a primary or secondary means of transportation. 

Weeks 1-8
Presentation Descriptions / Special Topics

Return to Special Topics at a Glance
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Transportation I & II Continued

This Transportation unit consists of two two-hour classes and is designed to enhance the VESL Plus 
curriculum by assisting clients, who are currently looking for employment, to increase their self-sufficiency, and 
better integrate into their surrounding community through transportation. 

The second Transportation Special Topics class aims to give students the information and tools necessary to 
begin the process of obtaining their driver’s permit and driver’s license, and the steps to plan for and buy a car 
in the US.
 
Transportation is a major barrier to employment. VESL students are enrolled in the VESL Plus program with 
employment being the ultimate end goal. Many of the students obtain employment in locations that are not 
easily accessible by public transportation. Also many of their shifts are early in the morning or late at the night 
when the bus, trolley, and trains have limited routes. To address this, many students participate in carpool 
programs in order to get to work on time and retain employment. Increasing students’ awareness of private 
transportation will help to further address the transportation gaps in students’ employability. 

Microenterprise 
Narrow down ideas for an industry/field of interest 
Name different types of self-employment 
Further comprehend the importance of credit history
Identify key steps in creating a business plan

The goal of the Micro Enterprise Special Topics class is for students to become familiar with the services 
offered by IRC’s Micro Enterprise Department and to gain insight into the process of starting a business in the 
US. 

IRC’s Asset Building and Loan Department offers support to refugees wanting to build their assets by applying 
for loans and/or starting a business. In this presentation, students will obtain an introductory understanding of 
the difference between starting a business here in the US versus in their previous country. Often students do 
not know that self-employment in the US is a viable way of obtaining self-sufficiency.  
 
The presentation offers insight to the steps needed for students to use their skills and previous employment 
and transfer them to a privately owned business. Students will also discuss the foundation they must establish 
before embarking on starting a business, including the need to gain work experience and become qualified 
before applying for a small business loan. Students will receive recommendations that will help strengthen 
their loan application for future reference including: meeting one-on-one with a Micro Enterprise Business 
Counselor, working on a business plan, building/strengthening their credit history, identifying related work 
experience and saving money. Much of what is discussed in this presentation also supports what is taught in 
the VESL Plus Financial Literacy classes. 

Weeks 1-8
Presentation Descriptions / Special Topics

Return to Special Topics at a Glance
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Week 1
VESL Learning Objectives

The overall goal of Week 1 is to 
prepare students for their eight week 
intensive vocational centered ESL 
learning by reviewing basic ESL 
components such as the alphabet 
and numbers, while building 
the foundation to communicate 
basic personal information and 
introductions. Administer the VESL 
Pre-test assessment in Week 1 
in order to establish a baseline to 
track students’ English language 
improvement and to demonstrate 
the vocational focus of the class.

VESL  
Introduce themselves to a new person 
Greet someone they have previously met
Write upper and lower case alphabet 
Articulate and write out cardinal numbers
Recite American phone numbers with the appropriate pauses

Foundation Building
Respond to questions regarding personal information
Give basic physical descriptions of themselves and others
Correctly name the days of the week and months of the year
Comprehend ordinal numbers in regards to dates  
Articulate the names of seasons
Discuss the weather
Accurately communicate time and comprehend when spoken 
by a native English speaker
Recognize common English vocabulary and phrases for   
expressing time

Grammar
Effectively utilize the verb “be” in the present tense

Assessment 
Complete a VESL Pre-Test

Return to Table of Contents
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Greetings Activity
Introduce themselves to a new person
Greet someone they previously met
Informal assessment of students’ reading 
comprehension, lingual and listening ability

Materials:
Introductions and Greetings Handout

1. Introduce yourself to the class as an informal assessment of students’ comprehension: 
  
 My name is _________________ 
 Full name 

 I am American.
 Nationality 

 I have lived in California for ________ 
 Weeks/months/years
 Length of time in current state 

 I am single/married
 Marital status
 
 
 
2. Assess students’ comprehension and speaking ability by asking students the following questions:
  
 What is your name? 
 Where are you from? 
 How old are you?
  
 
3. Pass out the Introductions and Greetings Handout to assess students’ reading levels. Read handout and go 
through slowly. Teach unknown phrases.

4. Introduce yourself again to the students, shaking hands and prompting as necessary. Discuss the 
importance of a firm handshake, eye contact and smiling when introducing yourself. Have students go around 
and introduce themselves to their classmates. Ask students the names of their classmates, using hand 
gestures. Allow for first names only and hold off teaching possessive pronouns. Find a student to introduce 
themselves to the class.  
  
 Who is this? Her name is __________
 Who is this? His name is __________

I am _______years old
Age 
 
I am from the US (avoid saying America)
From the US
 
I am NOT from California, I am from _________
Original Hometown

I live in________________
Current Residing City
 
I have ___________ children
How Many Children

Are you married? 
Do you have children?

Who am I? Your name is __________
Who are you? My name is __________

Hello!
My Name is...

Week 1
VESL

Return to VESL at a Glance
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Introductions and Greetings Handout

Introductions: When you meet someone new
 
Gayle:  Hello. My name is Gayle

You: Hello. My name is __________ .

Gayle: It’s nice to meet you.

You: It’s nice to meet you too.

Greetings: When you meet someone you 
already know

 
Gayle: Hello. It’s nice to see you.

You: Hello. It’s nice to see you too.
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1. Write the English alphabet on the board. Have students say the letters as you write or after. Pass out the 
English Alphabet Handout. Explain capital versus lower case letters. Ask class if they are familiar with both. 
 
2. Pass out the blank practice writing sheets.  
Have students practice listening and  
writing as you say the following letters aloud 
(indicate if letter is a capital or lower case): 

English Alphabet Activity
Write upper and lower case letters of the alphabet

Materials:
English Alphabet Handout 
Whiteboard

1. E 2. A 3. W 4. B 5. T 6. U
7. P 8. L 9. C 10. S 11. I 12. k
13. h 14. r 15. a 16. d 17. f 18. v
19. t 20. q 21. Bb 22. Pp 23. Ss 24. Tt
25. Jj 26. Aa 27. Gg 28. pbt 29. vwx 30. jlg
31. aiu 32. zsh 33.eao 34. cht

A bBc
a
C

dD

Cardinal Numbers
Articulate and write cardinal numbers 
Recite American phone numbers with the appropriate 
pauses

Materials:
OPD, page 16 
Cardinal Numbers Handout
Phone Numbers Exercise 
Whiteboard

1. Open to page 16 in OPD. Go through the cardinal number section with the class. If the students are a lower 
level, go though numbers 1-100, particularly emphasizing 1-10. If students are at a higher level, go through all 
of the numbers. 
 
2. Write on the board a telephone number (use a zero somewhere). Ask the class, “What is this? Ask the class 
how they would say the phone number. Explain that the number zero can be substituted with “oh.”As a class, 
read the number several times through. Emphasize the 3-3-4 digits structure. Have the class write their own 
phone numbers down. Ask students to practice saying them aloud. Write on the board as the students say 
their number, checking that the number spoken matches their written number. Distribute the Phone Numbers 
Exercise and in pairs, have students complete the worksheet. Check in on the pairs as they do the exercise to 
gauge their progress. 

3. Pass out the Cardinal Numbers Handout. Explain that students will need to learn how to spell cardinal 
numbers when they use checks. Do the listening practice as a class.

A
bBcC

dD

Week 1
VESL

Return to VESL at a Glance
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English Alphabet Handout

The English Alphabet
 
 
 

Capital Letters 
 

A   B   C   D   E   F   G   H   I   J   K   L   M   N   O   P   Q   
R   S   T   U   V   W   X   Y   Z
 
 
 
 

Lower Case Letters

a   b   c   d   e   f   g   h   i   j   k   l   m   n   o   p   q   r   s   t   
u   v   w   x   y   z
 
 
 
 

Capital and Lower Case Letters
 

Aa   Bb   Cc   Dd   Ee   Ff   Gg   Hh   Ii   Jj   Kk   Ll   Mm  
Nn   Oo   Pp   Qq   Rr   Ss   Tt   Uu   Vv   Ww   Xx   Yy   
Zz
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Cardinal Numbers Handout

NUMBERS (CARDINAL) 
 

1    =   ONE    21   =   TWENTY-ONE 
2    =   TWO    22   =   TWENTY-TWO 
3    =   THREE   23   =   TWENTY-THREE 
4    =   FOUR   24   =   TWENTY-FOUR 
5    =   FIVE            25   =   TWENTY-FIVE 
6    =   SIX    26   =   TWENTY-SIX 
7    =   SEVEN   27   =   TWENTY-SEVEN 
8    =   EIGHT   28   =   TWENTY-EIGHT 
9    =   NINE   29   =   TWENTY-NINE 
10  =   TEN    30   =   THIRTY 
11  =   ELEVEN   40   =    FORTY 
12  =   TWELVE   50   =    FIFTY 
13  =   THIRTEEN   60   =    SIXTY 
14  =   FOURTEEN                 70   =    SEVENTY 
15  =   FIFTEEN   80  =     EIGHTY 
16  =   SIXTEEN   90  =     NINETY 
17  =   SEVENTEEN 
18  =   EIGHTEEN 
19  =   NINETEEN 
20  =   TWENTY 
 
100    =  ONE HUNDRED 
101    =  ONE HUNDRED ONE 
110    =  ONE HUNDRED TEN 
200    =  TWO HUNDRED 
300    =  THREE HUNDRED 
1000  =  ONE THOUSAND 
1001  =  ONE THOUSAND ONE  
1010  =  ONE THOUSAND TEN 
1100  =  ONE THOUSAND ONE HUNDRED/ ELEVEN HUNDRED 
1200  =  ONE THOUSAND TWO HUNDRED/ TWELVE HUNDRED 
10,000  =  TEN THOUSAND 
100,000  =  ONE HUNDRED THOUSAND 
1,000,000  =  ONE MILLION 
 
Practice 
Listen.  Circle the correct number. 
1.  15  50  5. 18  80 
2. 13  30  6. 101  110 
3. 17  70  7. 113  130 
4. 19  90  8. 1000  1100 
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Phone Number Exercise 

Student	  1	  -‐	  Say	   	   	   	   	   Student	  2	  -‐	  Write	  
	   	   	   	   	   	   	  

1.	   619-‐432-‐7241	   	   	   	   1.	   _______________	  
	  
2.	   619-‐872-‐3456	   	   	   	   2.	   _______________	  
	  
3.	   858-‐720-‐5985	   	   	   	   3.	   _______________	  
	  
4.	   212-‐807-‐6132	   	   	   	   4.	   _______________	  
	  
5.	   904-‐661-‐5113	   	   	   	   5.	   _______________	  
	  
	  
Student	  1	  –	  Write	   	   	   	   Student	  2	  -‐	  Say	  
	  

1.	   __________________	   	   1.	   619-‐868-‐4326	  
	  
2.	   __________________	   	   2.	   858-‐231-‐8970	  
	  
3.	   __________________	   	   3.	   619-‐222-‐4262	  
	  
4.	   __________________	   	   4.	   616-‐629-‐4031	  
	  
5.	   __________________	   	   5.	   742-‐802-‐5221	  
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1. Ask Questions and have students practice:
  
 What is your name? 
 How do you spell your name?
 How do you spell that?
 
2. Show class YouTube video, Real English® Lesson 6. Have students listen once, then spell names that are 
given in the video. Listen again several times as students practice writing what they hear.

3. Practice the question, “What is your telephone number?”

4. Show class YouTube video, Real English® Lesson 8e. Have students listen once, then write the telephone 
numbers that are given in the video. Listen again several times as students practice writing what they hear. 

 Answers:
 415-221-2114
 415-512-7439
 447-3952
 347-1919
 649-4683
 Same

Materials:
YouTube video, Real English® Lesson 6
YouTube video, Real English® Lesson 8e

Names & Phone Numbers
Strengthen greeting skills  
Respond to questions regarding personal information
Recite American phone numbers with the appropriate pauses

Week 1
VESL

Return to VESL at a Glance

http://www.youtube.com/watch?v=fsOD9ReH35g
http://http://www.youtube.com/watch?v=83zZsuTQ498
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Personal Information
Respond to questions regarding personal   
information

Materials: 
OPD, page 4 
Whiteboard

1. Explain how to ask for someone’s name. Write on the board:
  
 Q. What is your name?                                
 Q. How do you spell that?                         
 Q. What is your phone number?                
 
Practice together as a class. Have students go around and ask each other for names and numbers. Use the 
information in the parenthesis at your discretion. If it is a lower level class, they can concentrate more on 
comprehension and providing a direct answer.

2. Pass out copies of the personal information handout from OPD page 4 with Carlos Soto’s information 
already filled in the School Registration Form. Go through sections A-D, asking questions and practicing. Go 
through Filling out a Form section. Note that the numbers on the pictures correspond to the school registration 
form numbers below. Ask the students what information is written about Carlos.

3. Pass out copies of the personal information handout from OPD page 4 with the bottom not filled out. 
Have the students fill out the form. You and your classroom volunteer/aide can check for accuracy and 
comprehension.  Ask questions about the information on the form:
  
 What’s your first name?
 What is your last name?
 What is your street address?
 What is your apartment number?
 What city do you live in?
 What state do you live in?
 What is your date of birth?
 What is your place of birth?

Are you male of female?
What is your phone number?
What is your zip code?
What is your area code?
What is your social security number?  
 (Emphasize that they should not give it to you)
Ask a student to print his/her name on the board
Ask a student to sigh his/her name on the board

A. My name is _____________
A. (It is spelled) __________
A. (It is) ____________

Personal Information
Respond to questions regarding personal information

Materials:
Sam Larson’s Address Handout

1. Pass out Sam Larson’s Address Handout. Explain about the need for complete email and mailing addresses. 
Be sure to emphasize the “@domain.com” part of e-mail addresses and the house or apartment number 
of mailing addresses. Have the class fill out the bottom portion of the worksheets. Check for accuracy and 
completeness.

Week 1
Foundation Building / VESL

Return to VESL at a Glance
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Sam Larson’s Address Handout 1/2

Address 
 

 
Sam B. Larson 
446 N. Mollison Ave., Apt. 10 
El Cajon, CA  92020 
 
 
Sam B. Larson 
name 
 

446 N. Mollison Ave., Apt. 10 
street address                     apartment # 
 

El Cajon,   CA             92020 
city                                         state                                      zip code 
 

 
 
What is your address? 
 
______________________________________________ 
name 
 

______________________________________________ 
street address                                                      apartment # 
 

______________________________________________ 
city                                                  state                                             zip code 
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Sam Larson’s Address Handout 2/2

Sam_Larson@yahoo.com
(619) 440-6208 
 
 
Sam_Larson@yahoo.com 
Email Address

(619) 440-6208 
Phone Number

 

What is your email address?
 
________________________

What is your phone number?

_________________________
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3. Read aloud the following dates as students practice writing them down. Check answers as a class
  
 12/26
 3.1
 8/10
 10/9 
 
4. Practice DOB. Ask “What is your date of birth?” Answer your question, “My DOB is ________________”
Have each student tell the class how to spell their name and their DOB. The class writes down what each class 
member says. Have each student write down their information on the board for others to check spelling and the 
dates. Example: 
 
 Name  DOB
 1. GAYLE         3/1/1959

Dates
Respond to questions regarding personal information 
Correctly name the days of the week and months of the year
Comprehend ordinal numbers in regards to dates

Materials:
OPD, page 4
Whiteboard

1. As a warm up, ask the students review questions:
  
 Days of the week
 Today, tomorrow, yesterday
 Months
 This month, last, next
 This year, last, next 

2. Continue on to dates. Ask the students, “How do you say?” and write following dates on the board:
  
 1/5
 6/2
 8/10
 9/9
 12/25
 10/31 
 
For lower level students, it is acceptable if they do not answer above using ordinal numbers. It is more 
important that they understand when an ordinal number is spoken and can associate it with the correct number. 
For higher level students, have them respond to above using ordinal numbers. 

7.21
9/10
2/1
4/20

January
Monday ThursdayWednesday FridayTuesdaySunday Saturday

5/13
6/30
11/2
1/21

Week 1
Foundation Building / VESL

Return to VESL at a Glance
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Days and Months
Correctly name the days of the week and months 
of the year
Articulate the names of seasons

Materials:
OPD, pages 20-21
Months of the Year Worksheet
Days of the Week Worksheet

1. Have students open to page 20 in their OPD books. Go through all of the sections. Say the English word and 
have the students repeat.

2. Discuss and ask questions such as:
  
 What day of the week is it?
 What is tomorrow?
 What was yesterday?
 What days are the weekdays?
 Etc.

3. Pass out both the Months of the Year and the Days of the Week Worksheets. Have students complete them. 
Depending on the level of the class, decide if students should work individually or as a class.  
 
4. Have the students open to page 21 in their OPD books. Go through all of the sections. Say the English word 
and have the students repeat.

5. Discuss and ask questions. Have students say the seasons. Then write the correct months under each 
season as students name them: 
 

 What is this month?
 What is next month?
 What was last month?
 What months are in each season?  
 

6. If there is time, use this lesson to introduce common American holidays. Students can also share important 
holidays in their culture and indicate which month it occurs in.  

Week 1
Foundation Building / VESL

Return to VESL at a Glance
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Months of the Year Worksheet

 
Months of the Year � 
 
 
Timeline 
 
Past          Present         Future 
 
The month before         The month after 
 
 

January February March April May June 
Jan. Feb. Mar. Apr. May Jun. 
July August September October November December 
Jul. Aug. Sep. Oct. Nov. Dec. 

 
1. What month comes after August? _______________________________. 

2. What month comes after January? ______________________________. 

3. What month comes after May?  _________________________________. 

4. What month comes after December?  ___________________________. 

5. What month comes after July? __________________________________. 

6. What month comes after November? ___________________________. 

7. What month comes after June? _________________________________. 

8. What month comes after February? _____________________________. 

9. What month comes after April? _________________________________. 

10. What month comes after September? __________________________. 
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Days of the Week Worksheet

Days of the Week� 
 
Timeline 
 
Past          Present         Future 
 
Yesterday                Today                     Tomorrow 
The day before yesterday          The day after tomorrow 
 
 

Weekday Weekend 
Monday Tuesday Wednesday Thursday Friday Saturday Sunday 

Mon. Tues. Wed. Thurs. Fri. Sat. Sun. 
 

1. Today is Friday. What day is tomorrow? Tomorrow is ________________________. 
 

2. Today is Sunday. What day is tomorrow? Tomorrow is ______________________. 
 

3. Today is Monday. What day is tomorrow? Tomorrow is _____________________. 
 

4. Today is Saturday. What day is tomorrow? Tomorrow is _____________________. 
 

5. Today is Tuesday. What day was yesterday? Yesterday was ________________. 
 

6. Today is Wednesday. What day was yesterday? Yesterday was ____________. 
 

7. Today is Saturday. What day was yesterday? Yesterday was _______________. 

 
8. Today is Thursday. What day was yesterday? Yesterday was _______________. 

 
9. Today is Monday. The day before tomorrow is _____________________________. 

 
10. Today is Sunday. The day before tomorrow is _____________________________. 

 
11. Today is Friday. The day before yesterday was ____________________________. 

 
12. Today is Thursday. The day before yesterday was _________________________. 
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Calendar and Dates
Correctly name the days of the week and   
months of the year
Comprehend ordinal numbers in regards to dates

Materials:
OPD, pages 16, 20
Match Date Handout

January
Monday ThursdayWednesday FridayTuesdaySunday Saturday

1. Have students open to page 20 in their OPD books. Go through the sections, reviewing days of the week, 
last week  before, this week, next week after.

2. Review months, checking student pronunciation and identification. Go through last month before, this month, 
next month after and seasons.

3. Have students open their OPD books to page 16. Go through each section of ordinal numbers. Relate the 
numbers to dates and have the class practice saying the dates. Students should practice pronunciation during 
the exercise. Teach the Years Section to the class, then have students do the practice section.

4. Pass out Match Date handout. Have students complete the first section, then go through the answers. For 
the second section, read aloud the dates as students circle or write the answers. You may need to repeat the 
dates as necessary. 

1. Explain the differences of measuring temperature with Fahrenheit and Celsius and the conversion: 

 (C degrees x 9/5) + 32 degrees = Fahrenheit 
 (F degrees - 32 degrees) x 5/9 = Celsius

 Fahrenheit: freezing = 32 degrees
         boiling = 212 degrees 

Go through the weather conditions section in OPD as a class. Ask students about today’s weather.

2. If the class is a higher level, pass out the Weather Crossword handout. Go through together.

Celsius: freezing = 0 degrees
   boiling = 100 degrees

Weather 
Discuss the weather

Materials:
OPD, page 13 

** This lesson can be taught at any point in the 8 weeks at the teacher’s discretion

Week 1
Foundation Building / VESL

Return to VESL at a Glance



43
IRC in San Diego

Match Date Handout

Dates

Match the Dates

1. 10/6

2. 3/2

3. 8/23

4. 7/1

5. 1/7

6. 2/3

7. 4/30

8. 6/10

9. 11/1

10. 1/11
 

Listen. Circle or Write.

1. 9/8

2. 4/6

3. January 1

4. ________________________________________________________________

5. ________________________________________________________________

1. January 7

2. February 3

3. January 11

4. June 10

5. August 23

6. October 6

7. March 2

8. April 30

9. November 1

10. July 1

8/10

1/4

July 9

10/8

6/4

June 9
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1. Have students open their OPD book to page 18. Go through questions 1-3. Pass out the Time Handout. As a 
class, go through the first section of conversions. 

2. Next, go through questions: 4-5; 6-13; 14-21 in the OPD book.

3.  Draw a diagram of a clock with a line down the middle on the 
board. Write ‘after’ and ‘past’ on the right hand side, and ‘to, until’ 
and ‘til’ on the left hand side. Explain to the class how these words
are also employed when describing time, going over the following 
examples: 
  
 
 6:00 (o’clock)
 8:00
 1:00
 6:02 (six oh two; two after six)
 5:15 (five fifteen; fifteen after; quarter after)
 4:30 (four thirty; half past four)

 
3. Have students complete the rest of the Time Handout. If the class finishes the exercise with relative 
ease, have students flip their papers over and write down the times as you say them aloud. Repeat times, if 
necessary.
  
 1) 8 o’ clock
 2) 10:05 (ten oh five)
 3) 6:30 (six thirty)
 4) 9:30 (half past nine)
 5) 10:10 (ten ten)

Time
Accurately communicate time and comprehend when spoken by 
a native English speaker
Recognize common English vocabulary and phrases for 
expressing time

Materials:
OPD, page 18
Time Handout 
Whiteboard

6) 9:50 (ten to ten)
7) 1:03 (one oh three) 
8) 3:20 (twenty after three)
9) 6:40 (twenty to seven)
10) 9:15 (quarter after nine)

11) 9:45 (quarter to ten)
12) 6:40 (twenty to seven) 
13) 12pm (noon)
14) 11:45 (quarter to twelve)
15) 8:15 (quarter after 8)

12

6

9 3

2

1

5

4

7

8

11

10

12

6

9 3

2

1

5

4

7

8

11

10

After 
Past

To
Until 
Til

2:45 (two forty five; quarter to three; fifteen to 
three)
8:40 (eight forty; twenty to nine)
10:10 (ten ten; ten after ten)
9:50 (nine fifty; ten to ten)

Week 1
Foundation Building / VESL

Return to VESL at a Glance
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Time Handout

Time 
 
Choose the correct one.  Write. 
 

month second year       day    minute       week  hour 
 
 60 _______________ = 1 __________________ 
 60 _______________ = 1 __________________ 
 24 _______________ = 1 __________________ 
   7 _______________ = 1 __________________ 
           4 _______________ = 1 __________________ 
 12 _______________ = 1 __________________ 
 
 
Choose the correct one.  Write. 
 

 noon      midnight 
 
12 a.m. = ______________________ 
 
12 p.m. = ______________________ 
 
 
Listen.  Circle the correct answer. 
 

   A   B   C 
 

1. 4:22   4:02   4:20 
2. 6:05   6:50   6:55 
3. 3:15   3:30   3:45 
4. 12:00 a.m.  12:00 p.m.  12:08 p.m. 
5. 1:13   1:30   1:03 
6. 2:00   2:02   2:22 
7. 11:20  12:40  12:22 
8. 6:15   6:25   6:05 
9. 8:45   8:15   7:45 
10. 7:10   7:50   7:00  
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Verb: Be
Effectively use the verb “be” in present tense 
Give basic physical descriptions of themselves and others

Materials:
Whiteboard 
I Am Handout

1. Introduce the present tense of the verb “be” and write on the board:
  
 I am
 You are
 She/He/It is

2. Describe yourself to the class, demonstrating how to use the verb. Example: I am a woman/man; I am an 
adult; I am average height; I am middle-aged; etc.
 
3. Pass out the I Am Handout. Have students write down descriptions of themselves. When they are done, 
have them describe themselves aloud to the class.

We are
They are

1. Have students open their OPD books and go through pages 30-32. Stop on page 32 at number 16 when it 
begins to cover the verb “have.” Use the verb “be” to discuss the sections. As a class, discuss the words ‘adult’ 
versus ‘child’ versus ‘teenager’. Discuss age related topics: young, middle aged, older, elderly.

2. Pass out Describing People Handout. Go through and discuss the vocabulary list as a class. 

3. Have students write the correct word under the pictures on the Handout. Allow students to refer to OPD, if 
needed for extra help. Higher level students should attempt to complete the exercise without it.
 

Describing People
Give basic physical descriptions of themselves 
and others
Effectively utilize the verb “be” in present tense

Materials:
OPD, pages 30-32
Describing People Handout

Week 1
Grammar / VESL

Return to VESL at a Glance
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I Am Handout

I am

I am

I am an adult.
I am a woman.
I am thin.
I am average height.
I am middle-aged.

Write about you.

1. ______________________________________________________

2. ______________________________________________________

3. ______________________________________________________

4. ______________________________________________________

5. ______________________________________________________

I am a teenager.
I am a man.
I am average weight.
I am tall.
I am young.

Write about you.

1. ______________________________________________________

2. ______________________________________________________

3. ______________________________________________________

4. ______________________________________________________

5. ______________________________________________________
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Describing People Handout
	  

	  

	  

Describing	  People	  	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

Locate	  the	  following:	  

1. Tall	  
2. Overweight	  	  
3. Bald	  
4. Thin	  
5. Wears	  glasses	  
6. Long	  hair	  

	  

1. Has	  a	  mustache	  
2. Short	  hair	  
3. Elder	  
4. Young	  
5. Curly	  Hair	  
6. Freckles	  
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1. Explain to the students that they will be given this test to see what they understand and know now. They will 
take the test again at the end of the program to measure what they have learned from the start of the program. 
During the test there is no talking among students. You cannot answer questions, but you can help with 
questions on directions.
 
2. There are two sections. The first is an application- students should try their best to fill it out much as 
possible.  The second section is an interview- students respond to the questions while you record the 
responses and gauge performance. Have a volunteer/ classroom aide monitor the students, answer questions 
and review lessons while you conduct the interview portion.

VESL Pre-Test
Complete a VESL Pre-Test

Materials:
VESL Pre-Test
VESL Pre/Post Grading Rubric

Week 1
Assessment / VESL

Return to VESL at a Glance
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VESL Pre-Test 1/2

       
International Rescue Committee 
Center for Financial Opportunity │ VESL Plus 

 

VESL Pre/Post Test │ Part 1 

Student │Please fill out the employment application below to the best of your ability: 

APPLICANT INFORMATION      

Last Name  First  M.I. Date  

Street Address Apartment/Unit # 

City  State  ZIP  

Phone  E-mail Address 

Date Available Social Security No. Pay Desired Salary 

Position Applied for 

Are you a citizen of the United 
States?  

YES   NO   If no, are you authorized to work 
in the U.S.?  

YES   NO   

Have you ever been convicted of 
a felony?  

YES   NO   If yes, 
explain 

 

EDUCATION  
School Address 

From  To  Did you 
graduate?  

YES  
 

NO  
 Degree  

PREVIOUS EMPLOYMENT  

Company  Phone (           ) 

Address  Supervisor  

Job Title  Starting 
Salary $  Ending 

Salary $  

Responsibilities 

From  To  Reason for 
Leaving  

REFERENCES  
Please list your professional reference. 

Full Name  Relationship  

Company  Phone (           ) 

 

Part 1 │Total: _____ / 42 
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VESL Pre-Test 2/2

       
International Rescue Committee 
Center for Financial Opportunity │ VESL Plus 

 

VESL Pre/Post Test │ Part 2 
Student Name: ___________________________  Date: ________________ 

Teacher │ Please ask the student to verbally answer the following five questions to the best 
of their ability: 

1. Tell me about yourself. / Tell me about your past work experience.  
 

Score: _____ / 2 

 

 

2. Tell me two strengths and two weaknesses. 
Score: _____ / 2 

 

 

3. What is your availability? 
Score: _____ / 1 

 

 

4. What are your goals? 
Score: _____ / 2 

 

 

5. Do you have any questions for me? 
Score: _____ / 1 

 

 

 

Part 2 │Total: _____ / 8 

Pre/Post Test 
Total: 
 _________ / 50 
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International Rescue Committee 
Center for Financial Opportunity │ VESL Plus 

 

VESL Pre/Post Test │ Part 1 Scoring Sheet 

 
Section 1 │ Applicant Information  

 

APPLICANT INFORMATION      

Last Name 2 points First 2 points M.I. Date 1 point 
Street Address 1 point Apartment/Unit # 

City  1 point State 1 point ZIP 1 point 
Phone 1 point E-mail Address 1 point 
Date Available 1 point Social Security No. 1 point * Pay Desired Salary 1 point 

Position Applied for  2 points ** 

Are you a citizen of the United 
States? 1 point 

YES   NO   If no, are you authorized to work 
in the U.S.? 2 points  

YES   NO   

Have you ever been convicted of 
a felony? 1 point 

YES   NO   If yes, 
explain 

 

*      Students should be told to write XXX-XX-XXXX for their SSN on practice applications. 
**     Teacher’s Discretion: Some teachers might want to write an example on the board for the 
class such as: Position: Cashier, other teachers may not address it as a class, but allow the 
students to choose their own position.  
 
 

Section 1 │Sub-total: _____ / 20 

Scoring Rubric 

1 point  Answers that are complete and correct 

0.5 point  Partial answers or places where the student made an 
honest attempt to answer the question 

0 points  Any blank section that has a point value associated with it 

VESL Pre/Post Test Grading Rubric 1/2
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International Rescue Committee 
Center for Financial Opportunity │ VESL Plus 

 
Section 2 │ Education  
EDUCATION  

School Name 1 point Address 1 point 
Did you 
graduate? 
1 point 
 

 YES        NO 
             

Year 
Completed 
1 point 
 

 

_____________ 

 

Degree 2 points 

Section 2 │Sub-total: _____ / 6 

 

 

 

 

 

 

 

 

Section 3 │ Previous Employment   

 

 

 

 PREVIOUS EMPLOYMENT  

Company 1 point Phone (           ) 1 point 

Address 1 point Supervisor 1 point 

Job Title 2 points Starting 
Salary $ 1 point Ending 

Salary $ 1 point 

Responsibilities 2 points 

From 

1 point 
 

To 

 
 Reason for 

Leaving 1 point 

Section 3 │Sub-total: _____ / 12 

 

Section 4 │ References   

 
 

 

 

 

 

 

 

 

 

 

REFERENCES  
Please list your professional reference. 

Full Name 1 point Relationship 1 point 
Company 1 point Phone (           ) 1 point 
 Section 3 │Sub-total: _____ / 4 

 

 

 

 

Part 1 │Total: _____ / 42 
 

 

VESL Pre/Post Test Grading Rubric 2/2
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The goal in Week 1 of WRT is to 
introduce the purpose and benefits 
of attending work readiness 
training in conjunction with 
Vocational ESL classes. Using a 
PowerPoint for visuals, go over 
student expectations, barriers to 
employment and entry-level job 
basics. A key point to emphasize in 
the lecture is that American work 
culture has specific norms and 
practices that students will need to 
know in order to acquire and keep 
a job. Introduce students to the 
concept of an entry-level job and 
the typical hiring process. Stress 
that entry-level jobs exist in several 
industries, but do not require 
specialized training. Importantly, 
these jobs are the first step in 
building a work history that can 
help students earn income and 
eventually move into higher-wage, 
higher-skill positions.

Week 1
WRT Learning Objectives

Introduction 
Understand the themes and concepts that will be covered in 
WRT over the duration of the program
Introduce themselves in a group setting

Barriers to Employment
Identify barriers to employment

Entry-level Jobs Part I
Properly define what is an “entry-level job”  
Understand the basic hiring process in the US

Return to Table of Contents
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2

From Harm to Home | Rescue.org

Why am I taking a Work Readiness 
Class?
1. Working in the U.S. is different than working 

back home
2. Getting and keeping a job in America is about 

more than just learning English
3. IRC wants you to succeed in your search for 

employment – for your first job and your career 
ahead

Notes for the presentation and class activities: 
 
Slide 3 Class Activity: Start with group introductions. Model to the class an example introduction. Have 
students introduce themselves to the entire class in both English and their primary language. After the 
introductions, quiz the students about students to check if they were listening closely. For example, “What was 
Zainab’s’ job in Iraq?” “What did Ahmed say he wanted to do in San Diego?”  

Slide 5 Class Activity: Have the students spend a few minutes discussing in small groups what they feel are 
their barriers to employment. After a few minutes of group discussion, have the students share with the entire 
class and take notes on the board. Follow up any missed points in the discussion with slide seven. Remind the 
students it is important to first identify barriers to employment in order to start addressing them in VESL and in 
the future.  
 
 
Example PowerPoint WRT Week 1:

Introduction Presentation & Activities
Understand the themes and concepts that will be covered in WRT 
over the duration of the program
Introduce themselves in a group setting
Identify barriers to employment 
Properly define what is an “entry-level job”  
Understand the basic hiring process in the US

Materials:
PowerPoint 
Whiteboard

3

From Harm to Home | Rescue.org

What will I learn?

1. General information about types of jobs and work-
related vocabulary

2. How to look for a job
3. How you can present yourself to an employer and 

interview effectively
4. Basic customer service skills
5. Understanding your pay and benefits
6. How to keep and build on your first entry-level job

Slide 1 Slide 2

Week 1
Introduction / WRT

Return to WRT at a Glance
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4

From Harm to Home | Rescue.org

Group Introductions

My name is…………………………
I worked as a …………….in my home country
I want to work as a …………….in America

5

From Harm to Home | Rescue.org

What are your employment 
expectations?

6

From Harm to Home | Rescue.org

What are your 
employment 
expectations?

What are your 
barriers to 
employment?

7

From Harm to Home | Rescue.org

Employment Barriers: 
Low level English- VESL Plus and other ESL classes
Childcare- Welfare-to-Work and San Diego County Centralized 

Childcare can provide subsidized childcare
Must care for family member- apply for IHSS, get paid to be a 

caregiver
No work experience- Many people work here without experience, in 

entry-level jobs
No US work experience- get an entry-level job to build experience
American work culture- this class, and get an entry level job to learn
No license or education- IRC Career Development can help

Entry-level jobs are the first step in building or 
resuming your career!

8

From Harm to Home | Rescue.org

What is an entry level job?
•Usually requires little or no experience

•Does not require a license or degree

•Usually pays minimum wage

9

From Harm to Home | Rescue.org

How do you get hired in to 
an entry-level job?
•Application and resume

•Interview

•Basic training on the job

Example WRT Week 1 PowerPoint

Slide 3 Slide 4

Slide 5 Slide 6

Slide 7 Slide 8
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Using the Introduction PowerPoint 
presentation, present the program 
objectives to the students so they 
recognize what they will learn in 
the eight week program. Financial 
Literacy goes hand-in-hand with 
early employment opportunities 
that students are preparing for in 
VESL Plus. It teaches students the 
steps to build a secure financial 
future. By the end of the Week 1 
class, students should be aware 
of employment support services 
the IRC provides, understand the 
goals of the Financial Literacy 
classes, define financial literacy, 
discuss the benefits of work versus 
welfare and review the monetary 
system in the US.  

Week 1
FL Learning Objectives

Introduction 
Understand the importance of Financial Literacy and the 
concepts that will be covered during the program
Review US currency and numbers  
Write out numerals in English 

Return to Table of Contents
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Notes for the presentation and class activities:  
 
Slide 2: Discuss the different components of VESL Plus and how the Financial Literacy class fits into the 
greater program.

Slide 4: Pass out the Financial Literacy Objectives Handout and discuss what the students should expect to 
gain from the class.

Slides 8-9 Class Activity: Before showing these slides, distribute the Numbers Review Handout as a 
reference. As a quick warm up, have students count off one-by-one, starting from one. The next student 
says the subsequent number, etc. When a student makes a mistake, start back at one with the first student. 
Count off until the whole class has counted. Next, do the exercise in increments of tens. This activity mirrors 
an activity in the VESL class, so it is simply a review and a chance for students to ask for clarification in their 
native language. Do a quick review of US currency, then have students identify on the slides the name of the 
currency, the amount and how to spell the numbers.

Slide 10: Class Activity: Have students practice saying each number on the slide in pairs. Students should 
write the numbers out in their notebooks, using the Numbers Review Handout as a guide.  
 
Slide 11: Facilitate a class discussion. There are sample questions on the example PowerPoint. Make sure to 
expand on the importance of understanding the US financial system to manage their money, especially after 
students begin working. Also, many students may be misinformed from within their communities about the 
welfare system. It is important to discuss the real limitations of welfare and why we encourage them to seek 
economic independence.  

 

Introduction Presentation & 
Activities
Understand the importance of Financial Literacy and the 
concepts that will be covered during the program
Review US currency and numbers 
Write out numerals in English

Materials:
PowerPoint 
Financial Literacy Objectives Handout 
Numbers Review Handout

VISA

1235  5678  91011  5555

JJ Smith  11/1/2018

Best Bank

001JJ Smith
123 Lane Drive
City, State

Receipt

Item 1   $10.50
Item 2    $5.00
Item 3   $45.00

Total    $60.50

Week 1
Introduction / FL

Return to FL at a Glance
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2

From Harm to Home | Rescue.org

Center for Financial Opportunity
• Financial Education

• VESL (Vocational ESL)

• Employment Assistance

• Career Development

• Microenterprise

• Transportation Support

• Tax Preparation

3

From Harm to Home | Rescue.org

VESL 
PLUS

Work 
Readiness 

Training
Financial 
Literacy

Computer 
Literacy 

(Applying for jobs 
online)

Special 
Topics

Employment 
Counseling

Vocational English 
as a 2nd Language 

(VESL)

4

From Harm to Home | Rescue.org

What is Financial Literacy? 

Financial Literacy is knowing how to 
manage your money in a way that can 
help you build a secure financial 
future.

5

From Harm to Home | Rescue.org

Goals of Financial Literacy
• Create a budget and keep track of spending
• Better understand the US Banking system
• Learn the importance of and how to 

establish/maintain good credit
• Gain insight on taxes in the US

6

From Harm to Home | Rescue.org

Welfare vs. Workforce
The Welfare System

What is welfare?
A system administered by the government to help 
people who live below the poverty line.
It includes (with different requirements):
• Cash assistance
• Food stamps
• Medical (health insurance)

7

From Harm to Home | Rescue.org

Welfare vs. Workforce
The Workforce
It’s financially better to find a job because:
• Welfare is only temporary
• You must look for work 35 hours a week while on welfare (you 

can make more money by working)
• Welfare is not enough to pay all of your bills all of the time
• Work is the best way to accumulate savings 
• You can qualify for free childcare while working
• Your first job will help you get a better job in the future. Your 

next job will help you get an even better job…and so on.

Example PowerPoint FL Week 1 1/2

Slide 1 Slide 2

Slide 3 Slide 4

Slide 5 Slide 6
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8

From Harm to Home | Rescue.org

Some of the benefits of working:
• Obtain a reference for future job opportunities
• Build a good work history
• Gain insight into American culture
• Improve your English and get connected to a 

larger community
• Work will help you establish good credit so you 

may be able to apply for a car or house loan
• Set a good example for your children early on

9

From Harm to Home | Rescue.org

Money Review

10

From Harm to Home | Rescue.org

Money Review

11

From Harm to Home | Rescue.org

Numbers Practice Saying Practice Writing Out

$150.00 “One hundred and fifty 
dollars and zero cents.”

“One hundred and fifty dollars 
and zero cents.”

27

830

1,650

$95.50

250,150

65,800

Review
See numbers review handout

12

From Harm to Home | Rescue.org

Discussion Questions
1) Do you have general question about the VESL 

Plus Financial Literacy program?

2) How comfortable do you feel banking in the US?

3) Do you see the benefits of work vs. staying on 
Welfare?

• Discuss a list of benefits with your classmates.

Example PowerPoint FL Week 1 2/2

Slide 7 Slide 8

Slide 9 Slide 10

Slide 11
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Financial Literacy Objectives Handout 

Week 1: Introduction Week 5: Credit Part Two

Week 2: Budgeting and Bill Paying Week 6: Taxes

Week 3: Banking Week 7: Final Review

Week 4: Credit Part One Week 8: None

Students should be able to:

• Understand the importance of Financial Literacy 
and the concepts that will be covered in the 
program
• Review numbers and how to write them

Students should be able to:

• Understand how to establish good credit
• Understand and identify their credit score and 
credit report

Students should be able to:

• Understand the benefits of tracking spending
• Understand fixed vs. variable expenses
• Create a budget
• Understand how to pay bills

Students should be able to:

• Understand the basic concepts of taxes and why 
we pay them in the US
• Understand the difference between gross and 
net income, and where they can find it on their 
pay checks/pay stubs
• Understand W2 and W4 forms

Students should be able to:

• Explain basic concepts of banking
• Choose a suitable bank, know its location, and 
understand the services they provide
• Recognize the difference between checking and 
savings accounts
• Understand debit cards vs credit cards
• Fill out a deposit slip
• Balance their account

Students should be able to:

• Understand the basic concepts and importance 
of credit
 • What is a credit score?
 • What is a credit check?
 • What is credit history?
• Assess their ability to afford credit

Students should be able to:

• Participate in a review of the cohorts’ objectives
• Ask any follow-up questions for clarification
• Recieve advice on “next steps”

FINANCIAL LITERACY OBJECTIVES



62
IRC in San Diego

   0    Zero    10    Ten                20 Twenty 
   1    One    11    Eleven           30  Thirty 
   2    Two    12    Twelve           40 Forty 
   3    Three    13    Thirteen         50 Fifty 
   4    Four    14    Fourteen        60  Sixty 
   5    Five    15    Fifteen           70  Seventy 
   6    Six    16    Sixteen          80  Eighty 
   7    Seven   17    Seventeen     90 Ninety 
   8    Eight    18    Eighteen      100 One Hundred 
   9    Nine    19    Nineteen    1000 One Thousand 

   0    Zero    10    Ten                20 Twenty 
   1    One    11    Eleven           30  Thirty 
   2    Two    12    Twelve           40 Forty 
   3    Three    13    Thirteen         50 Fifty 
   4    Four    14    Fourteen        60  Sixty 
   5    Five    15    Fifteen           70  Seventy 
   6    Six    16    Sixteen          80  Eighty 
   7    Seven   17    Seventeen     90 Ninety 
   8    Eight    18    Eighteen      100 One Hundred 
   9    Nine    19    Nineteen    1000 One Thousand 

   0    Zero    10    Ten                20 Twenty 
   1    One    11    Eleven           30  Thirty 
   2    Two    12    Twelve           40 Forty 
   3    Three    13    Thirteen         50 Fifty 
   4    Four    14    Fourteen        60  Sixty 
   5    Five    15    Fifteen           70  Seventy 
   6    Six    16    Sixteen          80  Eighty 
   7    Seven   17    Seventeen     90 Ninety 
   8    Eight    18    Eighteen      100 One Hundred 
   9    Nine    19    Nineteen    1000 One Thousand 

   0    Zero    10    Ten                20 Twenty 
   1    One    11    Eleven           30  Thirty 
   2    Two    12    Twelve           40 Forty 
   3    Three    13    Thirteen         50 Fifty 
   4    Four    14    Fourteen        60  Sixty 
   5    Five    15    Fifteen           70  Seventy 
   6    Six    16    Sixteen          80  Eighty 
   7    Seven   17    Seventeen     90 Ninety 
   8    Eight    18    Eighteen      100 One Hundred 
   9    Nine    19    Nineteen    1000 One Thousand 

   0    Zero    10    Ten                20 Twenty 
   1    One    11    Eleven           30  Thirty 
   2    Two    12    Twelve           40 Forty 
   3    Three    13    Thirteen         50 Fifty 
   4    Four    14    Fourteen        60  Sixty 
   5    Five    15    Fifteen           70  Seventy 
   6    Six    16    Sixteen          80  Eighty 
   7    Seven   17    Seventeen     90 Ninety 
   8    Eight    18    Eighteen      100 One Hundred 
   9    Nine    19    Nineteen    1000 One Thousand 

   0    Zero    10    Ten                20 Twenty 
   1    One    11    Eleven           30  Thirty 
   2    Two    12    Twelve           40 Forty 
   3    Three    13    Thirteen         50 Fifty 
   4    Four    14    Fourteen        60  Sixty 
   5    Five    15    Fifteen           70  Seventy 
   6    Six    16    Sixteen          80  Eighty 
   7    Seven   17    Seventeen     90 Ninety 
   8    Eight    18    Eighteen      100 One Hundred 
   9    Nine    19    Nineteen    1000 One Thousand 

   0    Zero    10    Ten                20 Twenty 
   1    One    11    Eleven           30  Thirty 
   2    Two    12    Twelve           40 Forty 
   3    Three    13    Thirteen         50 Fifty 
   4    Four    14    Fourteen        60  Sixty 
   5    Five    15    Fifteen           70  Seventy 
   6    Six    16    Sixteen          80  Eighty 
   7    Seven   17    Seventeen     90 Ninety 
   8    Eight    18    Eighteen      100 One Hundred 
   9    Nine    19    Nineteen    1000 One Thousand 

   0    Zero    10    Ten                20 Twenty 
   1    One    11    Eleven           30  Thirty 
   2    Two    12    Twelve           40 Forty 
   3    Three    13    Thirteen         50 Fifty 
   4    Four    14    Fourteen        60  Sixty 
   5    Five    15    Fifteen           70  Seventy 
   6    Six    16    Sixteen          80  Eighty 
   7    Seven   17    Seventeen     90 Ninety 
   8    Eight    18    Eighteen      100 One Hundred 
   9    Nine    19    Nineteen    1000 One Thousand 

   0    Zero    10    Ten                20 Twenty 
   1    One    11    Eleven           30  Thirty 
   2    Two    12    Twelve           40 Forty 
   3    Three    13    Thirteen         50 Fifty 
   4    Four    14    Fourteen        60  Sixty 
   5    Five    15    Fifteen           70  Seventy 
   6    Six    16    Sixteen          80  Eighty 
   7    Seven   17    Seventeen     90 Ninety 
   8    Eight    18    Eighteen      100 One Hundred 
   9    Nine    19    Nineteen    1000 One Thousand 

   0    Zero    10    Ten                20 Twenty 
   1    One    11    Eleven           30  Thirty 
   2    Two    12    Twelve           40 Forty 
   3    Three    13    Thirteen         50 Fifty 
   4    Four    14    Fourteen        60  Sixty 
   5    Five    15    Fifteen           70  Seventy 
   6    Six    16    Sixteen          80  Eighty 
   7    Seven   17    Seventeen     90 Ninety 
   8    Eight    18    Eighteen      100 One Hundred 
   9    Nine    19    Nineteen    1000 One Thousand 

Numbers Review Handout 1/2



63
IRC in San Diego
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Week 1
CL Learning Objectives

Introduction 
Understand an introduction to computer basics and the skills 
that will be taught in the class 

Return to Table of Contents

The end goal for the Computer 
Literacy program is to teach 
students how to apply for jobs using 
online applications. Many students 
will have little or no knowledge of 
how to use a computer, however, 
which is why Week 1 starts with 
the basics. Students will learn how 
to turn a computer on and off, how 
to use a mouse and keyboard, and 
basic navigation of Windows. This 
process can be very frustrating for 
someone who has never used a 
computer before, and as such you 
must take things very slowly and be 
sure to help each student.



65
IRC in San Diego

 

1 
 

 Introduction to Computers 

 

Using the Mouse   
 

 
 
 

Left Mouse Button:  
Is used to select any object on the screen. 
 
Right Mouse Button:  
Brings up a context menu. 
 
Scroll Wheel:  
Lets the user scroll up and down or left and right  
without having to move to the arrows on  
the side of the screen. 
  

Scroll Wheel  

Right Mouse Button Left Mouse Button 

 أستخدام الفأرة
 

على الشاشةما يستخدم لتحديد شئ : زر الفأرة األيسر .   

.إحضار قائمة السياق:  زر الفأرة األيمن  

للمستخدم التمرير صعودا وهبوطا أو من يتيح : عجلة التمرير
اليسار واليمين دون الحاجة لالنتقال إلى األسهم على جانب 

.الشاشة  
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The Cursor or Pointer  

 
 

 
 
 
Cursor:  The indicator on the computer screen  
identifying the point where the mouse is and  
what will be affected by input from the user. 
 
 
Using the Keyboard 
 

 

 

 

Home Row Keys:  The home row keys are where  
your fingers rest on the keyboard.  Left Hand: ASDF   
Right Hand: JKL;.  Notice how the F and J keys have  
little bumps on them.  This is to remind you where  
your pointer fingers should be. 
 
 
Typing Tips: Make sure you sit up straight with your  
feet flat on the ground.  Keep your elbows close to your  
body, your wrists straight and your forearms level.   
Practice, practice, practice!!! 

 المؤشر

 

على شاشة الكمبيوتر يقوم بتحديد هو الدليل : المؤشر
الفأرة وما الذي يريد أدخاله  عندهاالنقطة التي تقف 

 المستخدم

 أستخدام لوحة المفاتيح

هو المكان الذي (:  الصف الرئيسي)مفاتيح الصف األساسي
  .بلوحة المفاتيحتضع أصابعك عليه 

اليد اليسرى     : ASDF        
 ;JKL    :    اليد اليمنى 

و هذا لتذكيرك أين يجب أن تؤشر (. جي ) و مفتاح حرف ال 
.أصابع اليدين (أف ) ف ال اح حرتالحظ مف   

 
 

 مع جعل بشكل مستقيم الجلوس تأكد من: كتابة  نصائح لل
 جسمك ، قريبة من مرفقيك إبقاء .األرض مسطحة على قدميك

الممارسة ،  .الساعدين مستقيم معتكون خط  معصميكو 
!!!، والممارسةالممارسة  
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Shift Key: The keyboard key that allows you to  
type a single capital letter by holding it down while  
pushing a letter key.  Also allows you to use certain  
upper symbols (such as !@#$%) 
 

 

Caps Lock Key: Pressing the Caps Lock key sets a  
mode where all letters typed will be uppercase by default. 
 

 

Backspace Key: You can use the backspace key when  
you make mistakes.  It moves the cursor one position  
backwards, deletes the preceding character and shifts back  
the text after it by one position. 
 

 

Enter Key: The enter key causes a program to operate its  
default function.  It also moves the cursor to the following  
line when using Word Processing software. 
 

 

 

 

 

 

لوحة المفاتيح و الذي يسمح لك على  هو مفتاح:  مفتاح التحول
و في نفس  من خالل الضغط المستمر عليه كبير واحدكتابة حرف ب

كما يسمح لك . مفتاح الحرف المراد كتابته كبيرا   الوقت يضغط على
(.٪@#$!مثل) الموجودة في أعلى صفو  معينة ستخدام رمو ال   

 

الحرف الكبير  مفتاح الضغط على :مفتاح  الحرف الكبير
.جميع الحروف التي ستكتب كبيرة افتراضياهي وسيلة تجعل   

 

أستخدام مفتاح الرجوع  يمكنك: لخلفلمفتاح الرجوع 
للخلف عند أرتكاب األخطاء، عند الضغط عليه يتحرك المؤشر 

حركة واحدة الى الوراء و يؤدي الى حذف الحرف السابق 
وبذلك  يقوم بتحريك النص الذي يليه بمقدار مكان واحد للخلف 

. 

 

مفتاح األدخال يسبب تشغيل البرنامج : مفتاح األدخال 
أيضا  يعمل على تحريك . بطريقته األفتراضية الخاصة به

.برنامج معالجة الكلمات عند استخدام التاليالسطر  المؤشر إلى  
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Parts of the Desktop 

 
 
Start Button: Where the user can access  
programs and open folders. 
 

 
 
Quick Launch Toolbar: Where the user can access  
frequently used programs while other windows are  
open on the Desktop.  You can add any programs, folders,  
or files here as you like or you can hide this toolbar. 
 

 
 
Notification Area:  Windows® and other program  
notifications and other are displayed here. You can hide  
individual programs’ notification icons, the clock, and you  
can control how long notifications are displayed. 
 

 
 
Taskbar: Displays open windows and programs;  
the notification area and quick launch toolbar. 
 

 

 

 

Desktop Icons: Allows easy access to commonly  
used programs, files, and folders.  You can add any  
icon that you want to the Desktop.  
 

 الوصول إلى البرامج حيث يمكن للمستخدم :زر البدء
.المفتوحة  والمجلدات  

 

 الوصول إلى حيث يمكن للمستخدم:  السريع شريط التشغيل
مفتوحة  توجد نوافذ، بينما البرامج المستخدمة بشكل متكرر

 ، مجلدات أو أي برامج يمكنك إضافةو . سطح المكتب  على
.األدوات شريط  يمكنك إخفاء أو كما تريد هنا ملفات  

 

 واإلخطارات اإلشعارات يتم فيها عرض  نافذة :  منطقةاإلعالم
أيقونات اإلعالم أو الرمو   يمكنك إخفاء.  من برامج أخرى

الفردية للبرامج اآلخرى على مدار الساعة، ويمكنك التحكم 
.خطارات اإل عرضبالفترة ال منية التي تريدها ل  

 و منطقة اإلعالم والبرامج؛ النوافذ المفتوحةعرض : شريط المهام
.ذو التشغيل السريع  شريط األدوات  

 البرامج يتيح سهولة الوصول إلى :سطح المكتب أيقونات
 تريده رم  أي يمكنك إضافة. المجلداتوالملفات و المستخدمة

.إلى سطح المكتب  
 

 أجزاء من سطح المكتب
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Opening a program, file, and folder   
From the desktop      

 

1. Locate the program, file, or folder that                                                                                                  
you want to open on the desk top. 

2. Using the mouse, double click the                                                                                                           
left mouse button. 

 
 
From the Start Menu (Start Button) 

  

1. Left-click the [Start] Button. 
2. Move your mouse cursor over to where  

it says “All Programs”. 
3. Move your cursor to the folder in which  

the program is located. 
4. Left-click the program that you wish to open. 

Opening and Closing Windows 

Below is an example of a “window” that displays 
 the program, file, or application you are running.   
When you double click on a program or file from  
the desktop or the start menu, it will open in a  
window on your screen.  Every window looks similar 
 to the image below.  The arrow on the top right of  
the window is pointing to three small boxes.  

 

 

 

 

 

 

مجلد أو ملف أو فتح برنامج  
 من سطح المكتب 

 
سطح  على تريد فتحه المجلد الذي أو الملف أو تحديد موقع البرنامج .1

.المكتب  
.على  ر الماوس األيسر انقر مرتين، باستخدام الماوس .2  

مجلد أو ملف أو فتح برنامج  
 

 
التي تعرض برنامج أو ملف أو " نافذة"وفيما يلي مثال على 
عند النقر الم دوج على برنامج أو ملف من . تطبيق تقوم بتشغيله

. سطح المكتب أو قائمة البداية، وسوف تفتح لك نافذة على الشاشة
السهم على اليمين . كل نافذة تبدو مشابهة لما في الصورة أدناه

.ى ثالثة مربعات صغيرةإل يشيرالعلوي من اإلطار   
 

 

.[ابدأ] انقرعلى  رالماوس األيسر فوق  ر .1  

كافة " حيث تقول إلى الماوس فوق حرك مؤشر .2

."البرامج  

.فيه البرنامج يقع المجلد الذي إلى إتجه .3  

الذي ترغب  فوق البرنامجانقرعلى  رالماوس األيسر  .4

.فتحه في   
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Turning the Computer Off and  
On Correctly 
It is important to turn your computer off and on  
in the proper way.  This will protect its hardware  
and software, ensure that you have saved all of  
your files, and secure your private information  
from other users. 
 

To turn your computer on, follow these steps: 

1. Press the power button on the CPU, usually  
located below or next to the monitor.  

 

 
 

The middle box is the “maximize” button.  
Maximizing a window will expand it to fill the 
entire screen.  You cannot view or access any 
other windows when one is maximized. 

 

The box on the far right is the “close” button.  
This button will close your window, removing it 
from the desktop completely. It is important to 
always save any document you are creating 
before closing the window, because if you do 
not save it, you will have to start again from the 
beginning.  

The box on the far left is the “minimize” 
button.  Minimizing the window allows you to 
make the window disappear from the desktop 
without closing the program.  You can also 
see other windows and programs that are 
open on your desktop. Minimized windows 
are listed at the bottom of the screen, in the 
task bar.  To re-open a minimized window, 
simply click on its minimized icon on the 
taskbar. 

 

". تقليلزر ال"هو  اليسار أقصى في المربع الموجود في
من سطح  تختفي النافذة يسمح لك لجعل نافذة التقليل من

 أيضا نوافذ يمكنك ان ترى. دون إغالق البرنامج المكتب
يتم  .على سطح المكتب التي تكون مفتوحةو وبرامج أخرى

في شريط  الشاشة، في أسفل اإلطارات المصغرة سرد
 على أيقونته، يكفي النقر التقليل فتح نافذة إلعادة. المهام

.على شريط المهام المصغرة  

 نافذة زيادةو". صقصى حدأل الزيادةزر "هو  االوسط المربع
 ال يمكنك عرض. الشاشة بأكملها لملء توسيعهايعمل على 

.يتم تكبيرالنافذة عندما نوافذ أخرى الوصول إلى أي أو  

". غالقزر اإل"هو  أصقصى اليمين ي المربع الموجود فيف
من  إزالتها الخاصة بك ، و بذلك النافذة يغلقهذا ال ر و

أية  دائما حفظ من المهم. بالكامل  على سطح المكتب
لم يتم ، ألنه إذا نافذةال صقبل إغالق تقوم بإنشائها وثيقة

.من البداية البدء من جديد سوف تضطر إلى، حفظها  

بشكل صحيح هغلقو تشغيل الكمبيوتر  
 وهذا. بالشكل الصحيحيتم   إيقاف تشغيل الكمبيوتر من المهم أن 

 جميع حفظت التأكد من أنك قدالبرمجيات، ويجب و األجه ة يحمي
مستخدمين من  المعلومات الخاصة بك تأمينل، الملفات الخاصة بك

.آخرين  

 

وحدة المعالجة  علىالموجود  اضغط على  ر الطاقة .1
الشاشة بجانب في األسفل أو عادة، وتقع المرك ية  
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2. Wait while the computer and monitor turn on.   

This may take a few minutes.  You will see the  
minor light up and the screen will begin to  
process information. 

 

 

 

 

3. When your computer has completely turned on,  
you will see the account log in screen. 

 

4. Log into your account by selecting your user name  
from the menu and entering your password.  
Click “Log In.” 

 

5. Wait a few minutes as the operating system loads  
and logs you in.  Your computer is now ready to use. 

 
 
 
 
 

 

 

وهذا . الكمبيوتر والشاشة تشغيلاالنتظار لحين انتهاء  .2
الشاشة ،و الضوء سوف ترى. يستغرق بضع دقائق قد

.معالجة المعلومات سوف تبدأ في  

 

 سجل، سترى  عندما يتم تشغيل الكمبيوتر .3
.حساب يظهر على الشاشة  

 

 

اسم  عن طريق تحديد سجل الدخول إلى حسابك .4
إدخال كلمة من القائمة و المستخدم الخاص بك

".دخول"انقر على  ر . المرور  

 

تحميل نظام التشغيل ليتم  انتظر بضع دقائق .5
جها  الكمبيوتر الخاص بك  .الدخولتسجيل و

.لالستخدامجاه   سيكون   

 

Week 1 Computer Handout 7/9



72
IRC in San Diego

 

8 
 

To turn your computer OFF,  
follow these steps: 
 

1. Save all documents and other files that  
you have been making or working on.  Do this  
by clicking “File” on the upper left-hand bar of  
your window.  In the “File” menu, click “Save.”  
You will give the file a name and location for  
it to be saved. 

 

 

 

 
 
 

 

 

2. Close all programs and applications running on  
your computer by clicking the “Close” button at  
the top right corner of the window. 
 

 
 

3. Click the “start” button to open the “start menu.”  

اتيع ياا  تغيي  الممييوتر  إل
:الخطوات التالية  

 أستعمالهاقد تم الملفات األخرى التي جميع الوثائق و أحفظ.1
" ملف"النقر على  ذلك يكون عن طريقو . والعمل عليها
، "ملف" في قائمة.  نافذةال العلوي من األيمنعلى شريط 

ومكان   تعطي أسم الملف سوف". حفظ"انقر على زر 
.حفظه   

 

جهاز التطبيقات التي تعمل على إغالق كافة البرامج و .2
 في "إغالق"زر  من خالل النقر على الكمبيوتر الخاص بك
.من اإلطار الزاوية اليمنى العليا  

 

".أ بدأقائمة  "لفتح  "ابدأ"زر  انقر على .3  
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4. Click the “shut down” or “Turn Off Computer”  
button on the bottom right corner of the menu. 

5. Select an option from the drop down menu: 
a. “Log Off” will log you out of the current  

account you are working in, but will not  
shut down the computer; 

b. Shut Down will turn off the computer  
completely; 

c. Restart will shut down the computer  
and immediately reopen it’ 

d. Standby will keep you logged into your  
account but close down the monitor. 

 

6. Click “OK.”  

 

 

 

 فيالزر " إيقاف تشغيل الكمبيوتر"أو " اغالق"انقر على  .4
.القائمة من أسفل الزاوية اليمنى  

 
:القائمة المنسدلة حدد خيارا من .5  
الحساب  خروجك من سيقوم بتسجيل" تسجيل الخروج"   .أ

جهاز الكمبيوتر؛ تغلق ولكن لن فيه، الذي تعمل الجاري  
تماما؛إيقاف تشغيل الكمبيوتر و "اغالق " .ب  
الكومبيوتر على الفور  سيتم إعادة تشغيل" إعادة الفتح" . ج

. هإيقاف بعد  
 تسجيل الدخول إلىل وضع االستعدادببقى ت وسوف   .د

.الشاشة بإغالق ولكن حسابك  
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Week 2
VESL Learning Objectives

Foundation Building 
Name the vocabulary to identify members of their family and 
marital status 
Communicate and understand the time of day
Understand and articulate sums and denominations of 
American money 
Share their personal qualities and characteristics

Job Application
Read and comprehend key vocabulary in the Personal 
Information section of a job application 
Fill out the Personal Information section of a job application

Phone Call
Make and receive a phone call regarding an appointment
Understand American phone etiquette 
Complete Phone Worksheet A

Grammar
Effectively utilize the verbs “be” (review) and “have”

Resumé
Create a professional resumé

Week 2 foundation building creates 
the groundwork for students to talk 
about themselves and understand 
the correct utilization of “to be” 
and “to have” verbs. Building 
off the review of numbers and 
personal introductions/background, 
the students begin to fill out the 
Personal Information section of 
the application. This will also help 
set the foundation for making and 
receiving phone calls and crafting 
a resumé. The resumé will be 
revisited throughout the program. 
Students will continuously add 
information as they increase their 
ability to communicate experiences 
and skills. The main focus of 
Week 2 is creating the outline for a 
resumé for students to understand 
their personal information. 

Return to Table of Contents
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Family Vocabulary
Name the vocabulary to identify members of their family 
and marital status

Materials:
OPD, pages 34-35 
Whiteboard

1. Open OPD to page 34 and go through sections 1-9, introducing Tim’s family and bringing the students’ 
attention to children, parents, grandparents and immediate family. 

2. Draw your own family or a hypothetical family on the board as an example. Explain diagram: “I have three 
siblings. I have one sister and two brothers. I have a father. I have a mother.”

3. Draw immediate or another family on the board and explain the relationships of husband/wife, daughter/son, 
etc. Describe with statements to the class: “I have one child; I have a daughter.”  
 
4. Go through OPD sections 10-19, using Ana’s family.

5. Go back to first family drawing and add marriages and children to your (or hypothetical) siblings. Ask “What 
do you call a brother’s wife? What do you call a sister’s husband?” Explain the use of “in-laws”. Ask what do 
you call children of siblings? Ask about children-to-children relationships. Touch upon the definition of cousins.

6. On the board, draw a picture of an extended family and have students draw and label the pictures. For 
higher level students, dictate family members and have them draw the chart.

7. On page 35, go through vocabulary numbers 20-23. Have students identify which category they fall under. 
Go around the class and have each student say their marital status, using the verb “be”. 

Week 2
Foundation Building / VESL

Return to VESL at a Glance
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1. Review page 18 in OPD, going over numbers 1-3. 

2. On the board draw the following chart and complete with the class:
 60 _______= 1 __________  
 60 _______= 1 __________
 24 _______= 1 __________ 
 7 _______= 1 __________
 4 _______= 1 __________ 
 12 _______= 1 __________ 

3. Go through numbers 4-5 and then skip to sections 14-21. Review and talk about the difference between AM 
and PM. Emphasize that 12:00 PM = noon and many Americans use the term.  
 
4. On board draw clock and review to, until, til, after and past. Go  
through sections 6-13, referencing the board. Emphasize that o’clock
is used only with time on the hour. Explain that it is not critical to learn
how to say every variation in expressing time, but it is important 
to be able to understand them as employers, customers or co-workers
may use them in conversation.  

5. Pass out the Week 2 Time Handout. Have students do the first two
parts on their own. In the last section, have a student read a time (of your
choosing) while the other students listen and circle the correct answer. If students are a higher level, have them 
flip the paper over and practice writing in dates and times for appointments.
  
 You have an appointment on ___________ at ___________________
     1. 6/21
     2. 7/1
     3. 11/10
     4. 9/16
     5. Monday
     6. Tomorrow
     Etc.

Time of Day & Appointments
Communicate and understand the time of day 

Materials:
OPD, page 18 
Week 2 Time Handout 
Whiteboard
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After 
Past

To
Until 
Til

1. 3:00
2. Quarter after 2
3. 10:10
4. 10 to 4
5. 20 to 2
6. 8:30
Etc.

Week 2
Foundation Building / VESL

Return to VESL at a Glance
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Time 
 
Choose the correct one.  Write. 
 

month second year       day    minute       week  hour 
 
 60 _______________ = 1 __________________ 
 60 _______________ = 1 __________________ 
 24 _______________ = 1 __________________ 
   7 _______________ = 1 __________________ 
           4 _______________ = 1 __________________ 
 12 _______________ = 1 __________________ 
 
 
Choose the correct one.  Write. 
 

 noon      midnight 
 
12 a.m. = ______________________ 
 
12 p.m. = ______________________ 
 
 
Listen.  Circle the correct answer. 
 

   A   B   C 
 

1. 4:22   4:02   4:20 
2. 6:05   6:50   6:55 
3. 3:15   3:30   3:45 
4. 12:00 a.m.  12:00 p.m.  12:08 p.m. 
5. 1:13   1:30   1:03 
6. 2:00   2:02   2:22 
7. 11:20  12:40  12:22 
8. 6:15   6:25   6:05 
9. 8:45   8:15   7:45 
10. 7:10   7:50   7:00  

Week 2 Time Handout



6. Select students to come up to the whiteboard and write their answers. Assure them that mistakes are fine. 
Ask the class if each answer is correct. If students respond with ‘no’, have them provide the correct answer. 
This exercise is also helpful in teaching record keeping of time as they will need this skill to track their work 
schedules, appointments, interviews, etc. Purposely slip in mistakes and have the students correct you. If the 
students do not catch the error, invite them to search for the mistake.

7. If students are a lower level, start with reading easier times then progressively move to more difficult times

Time of Day & Appointments Continued

Time of Day & Appointments II
Communicate and understand the time of day

Materials:
Whiteboard 
Time Practice Handouts

Easy
1. 1 o’clock
2. 8:25
3. 6:15
4. 4:20
5. 9:10
6. 11:22
Etc.

After & Past
1. 3:01
2. 5:20
3. 6:25
4. 4:15
5. 11:10
6. 8:06
Etc.

Easy
1. 3:40
2. 9:45
3. 7:50
4. 3:55
5. 10:35
6. 6:42
Etc.

To
1. 20 to 9
2. Quarter to 10
3. 10 to 10
4. 5 to 6
5. 20 to 11
6. Quarter to 5
Etc.

12

6

9 3

2

1

5

4

7

8

11

10

1. As a practice warm up, write some times on the board and have students read aloud. Draw clock, if 
necessary. Ask them to give you different variations. Example: 9:40 or twenty to ten, etc.
Practice this exercise, using different variations of time for the rest of the week. Incorporate different variations 
when you refer to time in the class (taking break time, lunch, etc.)

2. Divide students into pairs and pass out the Time Practice Handout. Student one reads the times listed and 
Student two listens and writes the time down. Students reverse tasks. Circulate the class during the exercise, 
listening to answers and asking students to read what they have written down. 

3. Pass out Time Practice 2 Handout. Have students say the times listed in the columns. Next, read a time out 
loud and have the students listen and circle the correct time. Read times again and have the students write 
the times down on their worksheets. Flip the paper over and have students practice writing time and dates for 
appointments. Eventually, as you continue this exercise throughout the week, have students think of their own 
dates and times. 

1. 9:45
2. Quarter to 2
3. noon

Week 2
Foundation Building / VESL

You have an appointment on ___________ at _________________
    1. 6/21 
    2. 7/13
    3. 10/16

Return to VESL at a Glance
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Time Practice

    A      B             C 

1.     6:05    6:50    6:55

2.  3:20    3:22    3:02

3.  12:15            12:25  11:45

4.  11:45            12:00  12:15

5.  12:00 A.M.  12:00 P.M.  6:00

6.   1:33    1:13    1:30

7.   2:40    3:40    4:40

8.   4:20    3:20    4:24

9.  12:00 A.M. 12:00 P.M.   6:00

10.   6:30    6:15    6:45

Time Practice Handout
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Time Practice 2

Listen.  Choose A, B, or C.

    A      B             C 

1.     8:10    10:08            8:01

2.  6:20    5:40   5:20

3.  1:13    1:30           12:47

4.  11:30            1:30   12:30

5.  12:00 A.M. 12:00 P.M.   6:30

6.   4:15    4:45    3:15

7.   3:45    4:45    4:15

Time Practice 2 Handout
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1. Go through numbers 1-6 in OPD page 26, concentrating on the coin names and their values.
 
2. Show students each coin, asking for its name. On the board write the questions, “How much?” and “How 
many?” Explain the difference between the two questions. Give the students a handful of coins and have them 
report how many of each type of coin and how much money it amounts to. 

Money: Coins
Understand and articulate sums and denominations of 
American money

Materials:
OPD, page 26 
Fake or real coins and change

Time Listening Practice
Communicate and understand the time of day

Materials:
YouTube video, Real English® Lesson 9 
Computer 
Whiteboard
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1. Play the video and have the students first watch and listen without writing. Play video again and have 
students fill in the time mentioned in the video as best as they can. Play again for students to catch any 
times that they may have missed. Invite students to share the times that they wrote down while you write 
their answers on the board. Make a few purposeful errors so students can catch the mistakes and correct 
your times. 

$ $$

Week 2
Foundation Building / VESL

Return to VESL at a Glance

http://www.youtube.com/watch?v=fsOD9ReH35g
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1. Go through numbers 1-12 in OPD page 26, reviewing the coin names and moving on to the bills 
section. Explain that these are the most common denominations of money and while others exist they 
are rarely used day-to-day. Introduce the term “bucks” and a few of the American English variations 
in expressing money amounts. Example: $1.08= one dollar and eight cents; one-oh-eight; a buck and 
eight cents; etc. 

2. On the board write various amounts and go through them as class, practicing the different ways to 
read them. Example: $1201.10 = one thousand one dollars and ten cents or twelve hundred one dollars 
and ten cents.
  
  $1.08
  $2.53
  $10.21
  $18.99
  $20 (20 bucks)
 
3. Next dictate amounts of money (in varying expressions) and have the students write the amounts 
down.
   
  One cent
  A quarter
  $5
  $10.02
  $25.32
  20 bucks
  Etc.

4. Have students write their amounts on the board while you check their answers. Have students read 
the amounts aloud.

Money: Coins & Bills
Understand and articulate sums and denominations of 
American Money

Materials:
OPD, page 26 
Whiteboard

$88.50
$100.10
$102.33
$1201.10
$5,555.55

$ $$

Week 2
Foundation Building / VESL

Return to VESL at a Glance
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1. Explain how spelling cardinal numbers becomes necessary when writing a check. Look at an example as a 
class. Go through each section of the check, including name and address line, check number, date, pay to the 
order of, check amount, dollar amount written out, name of bank, for/memo line and signature line. Emphasize 
the section where the amount of dollar and cents is written. Explain that the numbers and words must be 
legible or the teller might make a mistake and take the wrong amount of money  out of their account. 

2. Pass out the Cardinal Number Practice 2 Worksheet. Review the numbers then have students complete the 
worksheet. Check for answers by calling on students to share and read aloud what they wrote. 

Cardinal Number Writing Practice 
Understand and articulate sums and denominations of 
American Money

Materials:
Cardinal Numbers Practice 2 Worksheet

VISA

1235  5678  91011  5555

JJ Smith  11/1/2018

Best Bank

001JJ Smith
123 Lane Drive
City, State

Receipt

Item 1   $10.50
Item 2    $5.00
Item 3   $45.00

Total    $60.50

Week 2
Foundation Building / VESL

Return to VESL at a Glance
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Cardinal Numbers – writing review
1 one    11  eleven _______________
2 two   12 twelve _______________
3 three   13 thirteen______________
4 four   14 fourteen_____________
5 five   15  fifteen_______________
6 six   16 sixteen_______________
7 seven  17  seventeen ____________
8 eight   18 eighteen_____________
9 nine    19 nineteen_____________
10 ten   20 twenty_______________

21  twenty-one   27  _______________
22  twenty-two   28 _______________
23  twenty-three   29  _______________
24  twenty-four     
25  twenty-five    
26 ______________   

Cardinal Numbers Practice 2 Worksheet
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1. Review personal descriptions from Week 1 and the verb  “be.”  Using yourself as an example, describe 
yourself with the verb.
 I am ________
 I am middle-aged/young/old
 I am married/single
 I am American
 
2. Have the students describe themselves using “I am.” Have students describe you, volunteers and their 
classmates using the proper pronouns and conjugations.

3. Open OPD to page 33 and start on the descriptions that use the verb “to have.” On the board write out 
conjugations. Go though the hair descriptions. Using yourself as an example, describe yourself 

 I have short/long hair
 I have blond/brown/black hair
 I have straight/wavy/curly hair 
 
Have students describe their hair. Go through the eye color section and have students describe their eyes.

4. Describe yourself using a mix of both verbs “be” and “have.” Next have students describe themselves. Pair 
students up and have them write a short description of their classmate to share with the class.

5. Continue practicing these verbs + descriptors throughout the week. Classes can start with a warm up, 
having students describe themselves, classmates, volunteers or you. Additionally, you can show students a 
flip book of different people (compiled pictures from a magazine or pictures from the internet)  and have the 
students describe a person in the book.

Verbs: Be & Have + Descriptions
Effectively utilize the verbs “be” and “have”
Describe their personal qualities and characteristics

Materials: 
OPD, page 33
Flip book

I am from _______
I live in California
I am average height
I am thin

Week 2
Grammar / VESL

Return to VESL at a Glance
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1. On the board write example statements. Go through the list, stressing the  “I am” and the  “I am not”. 

 I am ____________
 I am middle-aged
 I am average heights
 I am American
 I am a man/woman 
 

2.  Have the students share about themselves with one  “I am” statement and one  “I am not” statement

3.  Review the conjugations of the verb be and the negative. Be sure to have the students practice the different 
forms of the negative.
 
 I am
 You are
 He/She/It is
 We are
 They are

4. Pass out the Be and Be Not Worksheet. Go through the examples and explain the directions on the exercise. 
For higher level students, have them do the entire worksheet with the different pronouns. For lower level 
students, just have them complete the first person. Circulate and help as needed.

Materials:
Be and Be Not Worksheet 
Whiteboard

Verbs: Be & Negative
Describe their personal qualities and characteristics
Relate those skills to interview questions

I am not Zainab
I am not  young
I am not tall
I am not Iraqi
I am not a man/woman

I am not = I’m not
You are not = You aren’t = You’re not
He/She/It is not = He isn’t = He’s not
We are not = We aren’t = We’re not
They are = They aren’t = They’re not

VERSUS

1. Explain that during a job interview with a potential employer we need to talk about ourselves. In the 
US it is important to sell yourself during the interview portion and explain your skills, experience and 
personal qualities.  Personal qualities can help the employer know who the candidate is and what are 
his/her strengths.  Explain to the class that we will first concentrate on pronunciation then incorporate 
their responses into an interview response.

2. Pass out the Personal Qualities Handout and go through the list with the students. Be sure to point 
out the difference when using  “I am a + noun” versus  “I am + adjective” 
Have students practice with you. Reinforce by going around asking questions, “Are you ____?” Are you 
a ______?” 

Materials:
Personal Qualities Handout

Verbs: Be + Personal Qualities & 
Interviewing
Share their personal qualities and characteristics

Week 2
Grammar / VESL

Return to VESL at a Glance



87
IRC in San Diego

Be and Be Not Worksheet

Be      Be (Not) 
 
I am Gayle.     I am not Alexandra.   /  I’m not Alexandra.  
I am from the United States.  I am not from Canada.   /  I’m not from Canada.  
I am American.    I am not Iraqi.  / I’m not Iraqi.  
 

You are single.     You are not married.   /  You’re not married.  /  
        You aren’t married.  
 

He is 14 years old.     He is not an adult.   / He’s not an adult.  /  
        He isn’t an adult.  
 

She is middle-aged.   She is not young.  /  She’s not young.  /  
        She isn’t young.  
 

We are adults.    We are not children.   /  We’re not children.    /  
        We aren’t children.  
 

They are classmates.   They are not teammates.   /  They’re not   
        teammates.  /  They aren’t teammates. 
 
Tell me about you.   (I am/ I am not) 
 

1._______________________________________________________________ 
 
2._______________________________________________________________ 
 
3._______________________________________________________________ 
 
Tell me about one of your classmates. (She is/She is not     or     He is/He is not ) 
 
7._______________________________________________________________ 
 
8._______________________________________________________________ 
 
9._______________________________________________________________ 
 
Tell me about two of your classmates.  (They are/ They are not) 
 

10.______________________________________________________________ 
 
11.______________________________________________________________ 
 
12.______________________________________________________________ 
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Personal Qualities Handout

Personal Qualities and Strengths 
 

 
 

I am…  
 

a team player
 

a good ________________
 

an independent worker
 

a fast learner
 

 
 

I am…  
 

creative
 

calm   
 

detail – oriented
 

reliable 
 

committed
 

confident 
 

flexible
  

consistent
 

enthusiastic                      
 

friendly 
 

hardworking 
 

helpful
 

honest 
 

strong
 

organized
 

productive  

patient
 

energetic  

dependable
 

responsible
 

easygoing
 

quick
 

resourceful 
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1. Start with the application related vocabulary. Highlight the words and pass out the Employment Glossary. 
Cover the definitions of the following:
 
 Application
 Apply - Verb
 Applicant
 Employment
 Employ- Verb
 Employer
 
 
2. Explain on the application we give information about ourselves, or ‘Personal Information’. 

3. Pass out Personal Information 2 Worksheet.  Have students fill out all of the information through the email 
address field. Check student accuracy. Go through each of the question boxes and have students fill out 
as they follow along. Review the vocabulary and ask students for the definition. Explain each application is 
different and in the next few weeks they will practice many times with different types of applications.

Employment Vocabulary
Read and comprehend key vocabulary in the 
Personal Information section of a job application

Materials:
Employment Glossary
Personal Information 2 Worksheet

Employee
Available 
Availability- Emphasize the meaning of ‘available to start’
Position- Job title
Citizen- You can cover parts of OPD page 140
Authorized- Legally able to work in the US
Felony

1.  Review the previous group of employment vocabulary. On the board, write the words and have students 
give the definition or synonym. Example: job= work = employment; felony= crime; authorized = legally able to 
work. Ask the students what the words mean in different contexts, example: available to start versus available 
work hours per week. 

2. Have students take out the Employment Glossary and cover the following words.
 Full time- explain this can be shortened to ‘FT’
 Part time- ‘PT’
 Seasonal- temporary
 Permanent

Materials:
Employment Glossary
Dairy Queen Application

Employment Vocabulary II
Read and comprehend key vocabulary in the Personal 
Information section of a job application
Fill out the Personal Information section of a job 
application

Week 2
Job Application / VESL

Return to VESL at a Glance
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3. Focus on the word “availability.” Ask what does weekly availability mean? What hours can you work each 
day? How many hours can you work? From when to when? Mention that if the students have school, need to 
take care of their children or other responsibilities, they will not be “available” during those hours. But if they do 
not have any obligations in their schedule, it is best to say the word “open.” Explain that employers are often 
looking for employees who are flexible and can work at many different times. Be sure to reinforce this point 
throughout the program.
 
4. Focus on the phrase, “Are you 16 years or older?” Make sure students understand the bold portion and that 
their answer will be yes.
  
5. Pass out the Dairy Queen Application and have students work on the personal information section. Have 
important vocabulary that you covered already written on the whiteboard. Describe that this is only part of the 
application for a job at Dairy Queen. Take time to give some context about the company (fast food and ice 
cream restaurant) and the position (a team member makes drinks, takes customers’ orders, uses the cash 
register and cleans). Have students practice filling out the application.

Employment Vocabulary II Continued

1. Pass out the Personal Information Worksheet, which is the personal information section for the Subway 
and Jamba Juice applications. Review each section of the handout and go over vocabulary, noting the proper 
formatting. Have students go through and fill out the form. If the class is a lower level, use a projector or 
monitor to show the form and have a classroom assistant or volunteer fill it out as you go along each section. 
 
2. Check the students’ work for accuracy. Review all of the terms again and ask students for definitions. Be 
sure to explain that each application is different and in the coming weeks, students will practice many different 
types.

Personal Information
Read and comprehend key vocabulary in the Personal 
Information section of a job application.
Fill out the Personal information section of a job 
application

Materials:
Personal Information Worksheet

Week 2
Job Application / VESL

Return to VESL at a Glance
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EMPLOYMENT GLOSSARY
APPLICANT – a person who asks for a job ةفيظولا بلطب مدقتي يذلا صخشلا وه – ةفيظولا بلاط 

APPLICATION – a form that people fill out to ask for 
something ةفيظولا بلطل سانلا اهألمي ةرامتسا – بلطلا 

APPLY – to ask for a job ةفيظولا بلطب مدقتي – بلطلا مدقي 

AUTHORIZED – given the authority or legal ability to do 
something

AVAILABLE – ready to begin work  لمعلاب ءدبلل زهاج – زهاج

BACKGROUND CHECK – employer checks on your crimi-
nal history 

 نم ققحتلاب لمعلا بحاص مايق – كخيرات نم ققحتلا
 يئانجلا كخيرات

DEDUCTION – the money that the employer takes form 
a person’s pay for taxes and insurance  

 رجأ نم لمعلا بحاص اهعطتقي يتلا دوقنلا – مسحلا
 نيمأتلاو بئارضلا لجأل صخشلا

DEPENDABLE – reliable, responsible هيلع دمتعي ، ةقثلل لهأ – ةقثلاب ريدج 

DRUG TEST – employer checks if you take drugs such as 
marijuana, cocaine, etc.

 تنك اذا لمعلا بحاص ققحتي – تاردخملا يطاعت رابتخا
. خلا، نيياكوكلا ، اناوجيراملا لثم تاردخملا ىطاعتت

EDUCATION – school experience يلمعلا ىوتسملاو ةيساردلا تاربخلا – ةفاقثلا 

EMPLOY – to give person a job ةفيظو ام صخش حنم – فيظوتلا 

EMPLOYEE – a person who works for someone, a worker  لماع ، رخا صخشل لمعي صخش – فظوملا

EMPLOYER – a person who gives someone a job رخا صخشل ةفيظو حنمي صخش – لمعلا بحاص 

EMPLOYMENT – a job, work لغش , لمع – ةفيظولا 

EMPLOYMENT AGENCY – a company that finds jobs for 
people, some charge a fee ًالمع دجت ةكرش – لمعلا بتكم ًارجأ بلطي اهضعب ، سانلل 

FELONY – major crime, such as robbery, murder, or 
arson 

 وأ وأ لتقلا وأ ةقراسلا لثم ، ةريبك ةميرج – ةيانجلا
ًادمع تأشنملا قارحا

FULL TIME JOB – work for 40 hours a week عوبسألا يف ةعاس 40 ةدمل لمعلا – لماك ماود تاذ ةفيظو 

HIRE – give a job, employ فظوي ، ةفيظو حنمي – مدختسي 

HOBBY – an activity a person does for fun such as play-
ing       sports, gardening, or sewing 

 ةسرامم لثم ةيلستلل صخشلا هب موقي طاشن – ةياوهلا
 ةقيدحلاب ةيانعلا وأ ةطايخلا , ةضايرلا

INTERVIEW – a meeting with a manager asks application  
questions

 ةلئسألا حرطب ريدملا موقي ، ريدملا عم عامتجا – ةلباقملا
 لمعلا بلاط ىلع

JOB – work, employment لغش , لمع – ةفيظولا

JOB TITLE – the name of a job ةفيظولا مسا – ةفيظولا ناونع 

Employment Glossary 1/2
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Employment Glossary 2/2

VESL Plus / WRT 

PART	  TIME	  JOB	  –	  work	  for	  less	  than	  40	  hours	  a	  
week	  	   	ااألسبوعع في ساعة 40 من ااقل االعمل – جزئي ددوواامم ذذااتت ووظظيیفة  

PERMANENT	  JOB	  –	  a	  job	  which	  is	  expected	  to	  last	  a	  
long	  time	  	   	ططويیلة لمدةة ااستمرااررهھھھا يیتوقع االتي االوظظيیفة – دداائميیة ووظظيیفة  

POSITION	  –	  a	  job	  title,	  the	  name	  of	  a	  job	  	   	االوظظيیفة ااسم ٬، ووظظيیفي لقب – االوظظيیفي االمركز  

PREVIOUS	  –	  before,	  in	  the	  past	  	   	االماضي في ٬، ماقبل – سابق  

QUALIFICATIONS	  –	  skills	  needed	  for	  the	  job	  	   	للوظظيیفة االالززمة االمهھاررتا – االمؤهھھھالتت  

QUALIFIED	  –	  when	  someone	  has	  the	  skills	  for	  the	  
job	  	   	االعمل مهھاررااتت االشخص يیمتلك عندما – مؤهھھھل  

QUALIFY	  –	  to	  have	  the	  skills	  for	  the	  job	  	   	االعمل مهھاررااتت يیمتلك – يیتاهھھھل  

REASON	  FOR	  LEAVING	  –	  why	  a	  person	  stopped	  
working	  at	  a	  job	  	  	   	االوظظيیفة أأوو االعمل شخص تركك لماذذاا – االمغاددررةة سبب  

RECOMMENDED	  BY	  (OR	  REFERRED	  BY)	  –	  how	  a	  
person	  heard	  about	  a	  job	  	  

 عن ما شخص سمع كيیف –)  قبل من ااررسل(  من تزكيیتهھ تمت
	االوظظيیفة  

REFERENCE	  –	  a	  person	  who	  recommends	  someone	  
for	  a	  job	  	   ً  يیزكي شخص - االمرجع 	ما لوظظيیفة أأخر شخصا  

RESUME	  –	  a	  summary	  of	  a	  person’s	  work	  
experience	  and	  education	  	  	   	االدررااسي ووتحصيیلهھ االشخص عمل خبرةة خالصة – االعمل خالصة  

SALARY	  –	  money	  that	  a	  person	  receives	  for	  work,	  
wages,	  pay	  	   	االمرتب ٬، ااألجر ٬، االعمل مقابل االشخص يیتلقاهھھھا االتي االنقودد – االرااتب  

SALARY	  DESIRED	  –	  money	  that	  a	  person	  would	  like	  
to	  get	  for	  working	  a	  job	  	  

 عليیهھا بالحصولل شخص يیرغب االتي االنقودد – االمرغوبب االرااتب
	بعمل االقيیامم مقابل  

SHIFT	  –	  the	  time	  of	  day	  that	  a	  person	  works	  
	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  First	  shift	  (day):	  8AM	  -‐	  4PM	  
	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  Second	  shift	  (evening):	  4PM	  -‐	  midnight	  
	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  Third	  shift	  (night,	  graveyard):	  midnight	  –	  
8AM	  

االيیومم خاللل االشخص يیعملهھا االتي االفترةة – االعمل)  ددوواامم( نوبة  
ً  8):  نهھارر(ااالوولى االنوبة االظهھر بعد 4 – صباحا  
االليیل منتصف – االظهھر بعد 4): مساء( االثانيیة االنوبة  
ً  8 – االليیل منتصف):  ليیالً ( االثالثة االنوبة 	صباحا  

SKILL	  –	  something	  that	  a	  person	  can	  do	  well	  	   	جيید بشكل بهھ االقيیامم لشخص يیمكن شي – االمهھاررةة  

STRENGTHS	  –	  skills,	  positive	  behaviors,	  good	  things	  
about	  a	  person	  	  

 بهھا يیتمتع جيیدةة ااشيیاء ٬، اااليیجابي االسلوكك ٬، االمهھاررااتت – االقوةة نقاطط
	االشخص  

SUPERVISOR	  –	  the	  boss	  on	  the	  job	  	   	االعمل مكانن في االمسؤوولل – االمشرفف  

TEMPORARY	  JOB	  –	  a	  job	  which	  is	  expected	  to	  last	  a	  
short	  time	  	   	قصيیرةة لمدةة ااستمرااررهھھھا يیتوقع االتي االوظظيیفة – مؤقتة ووظظيیفة  

TRADE	  SCHOOL	  –	  a	  skill	  training	  school,	  vocational	  
school	  	   	مهھني تدرريیب مدررسة ٬، االمهھاررااتت لتطويیر مدررسة – مهھنيیة مدررسة  

WORK	  –	  job,	  employment	   توظظيیف ٬،شغل – عمل  

WORK	  HISTORY(OR	  WORK	  EXPERIENCE)	  –	  all	  the	  
jobs	  you	  have	  had	  	   ً  بهھا قمت االتي ااألعمالل كافة –)  االعمل خبرةة أأوو(  االعمل تارريیخ 	سابقا  
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Personal Information 2 Worksheet
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SocialSecurityNumber LastName   FirstName  MiddleName

CurrentMailingAddress  Street    City   State  Zip

PermanentAddress(ifdifferentfromabove)Street   City   State  Zip

PhoneNumber CellPhoneNumber(ifapplicable) DateofBirth:

AreyouLegallyauthorizedtoworkintheUnitedStates?  □Yes□No


 M T W Th F S Su

From       

To       


 








AreYouInterestedIn:□Full□Part□Temporary□Seasonal

Haveyoueverworkedinafastfoodfranchisebefore?
□Yes□No

Ifyes,forwhom?_________________________________

From____/_____/________to____/____/_________

WhoReferredYouToThisJob? PhoneNumber

Haveyoueverbeenconvictedforacrimeotherthanamajortrafficviolation?(Thisinformationwillbeconsideredinhiringorjobplacementbut

willnotautomaticallydisqualifyyouforemployment)□Yes□NoIfYes,Explain:


HighestGradeCompleted
789101112

PostSecondary
1234

Other(Specify) GradePointAverage


ClassOrganizations,ScholasticHonors,andotherschoolactivities(Atyouroption,youmayexcludeorganizationswhichindicaterace,age,
sex,creed,color,nationalorigin,religion,orotherprotectedclass.)

HobbiesandRecreationalInterests


Name&AddressofPresentEmployer EmploymentDates

From____/_____/________to____/____/_________
Supervisor’sName Title Phone Position StartingSalary FinalSalary

ReasonforLeaving


Maywecontactthisemployer?
□Yes,Immediately□Yes,ataLaterDate□No,donotcontact

Name&AddressofMostRecentEmployer(ifotherthanpresent,ifapplicable) EmploymentDates
From____/_____/________to____/____/_________

Supervisor’sName Title Phone Position StartingSalary FinalSalary

ReasonforLeaving Maywecontactthisemployer?
□Yes,Immediately□Yes,ataLaterDate□No,donotcontact

OFFICEUSEONLY:INTERVIEWDATEANDTIME:___/____/____ ____:____DATEHIRED:____/____/____ 






Dairy Queen Application
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Personal Information Worksheet

Please read carefully the section below before signing
I certify that I have read and fully completed this form and that the information contained herein is correct to the best of my knowledge. I understand that any
omission or false information is grounds for dismissal. I authorize the references listed on this application to give the franchisee any and all information concerning
my previous employment and pertinent information they may have, personal and otherwise. I understand that as a part of the procedure for my employment
application an investigative consumer report may be made by the franchisee concerning my character, general reputation, personal characteristics and mode of living.
This independent SUBWAY® franchise is an Equal Opportunity Employer. Various federal, state, and local laws prohibit discrimination on account of race, color,
religion, sex, age, national origin, disability or veterans status. It is this franchisee responsibility to comply fully with these laws, as applicable.

For General Restaurant Work. This web page is maintained by Doctor's Associates Inc.
and offered as a resource to participating Franchisee. Franchisees establish their own human resources policies
and make their employment decisions based on information helpful to them in operating their restaurant..

Employment Form:

First Name: Middle Initial:

Street Address: ApartmentNumber:

City State: Zip Code:

Phone Number:

Are legally able to be employed in this country (If hired, verification will be required by law)? Yes No

If YES, when/where:Have you ever worked for a SUBWAY® Sandwich Shop before: Yes: No:

Total hours available per week:

Are you 16 years of age or over (proof of age or work permit may be required?): Yes No

School Name, Ctiy, State Years Attended Degree/Courses

High School:

Cell Phone Number:

What type of position are you seeking? Part-Time Full-Time Seasonal Temporary
Are you able to meet the attendance requirement of the position? Yes No

Date available to start work:

Monday Tuesday Wednesday Thursday Friday Saturday Sunday

College:

Activities / Other Training:

List below your most recent employers, beginning with the most recent one.

Company: Address:

Phone Number:Supervisor:Job Title:

Date Left:

Salary or Wage: End

Date Started: Salary or Wage: Start

Reason for leaving:

Hourly Weekly Yearly

Hourly Weekly Yearly

Company: Address:

Phone Number:Supervisor:Job Title:

Date Left:

Salary or Wage: End

Date Started: Salary or Wage: Start

Reason for leaving:

Hourly Weekly Yearly

Hourly Weekly Yearly

References (Please do not use family members):
Name: Relation: Phone Number: Years Known:

Completing this field is required for your application to be considered. I acknowledge that I am applying for employment with an independently 
owned and operated SUBWAY® franchisee, a separate company and employer from Doctor's Associates Inc and any of its affiliates.
Signature: Date:

3820394021

Last Name:

Print Reset

Updated 2/14 

 

 
JAMBA JUICE EMPLOYMENT APPLICATION 

Personal Information 
   

 Last Name First Name Middle Name 
Phone Number ( )  -    Home  Work 

 ( )  -    Home  Work 
   
 Address 
   
 City State Zip 
 
1. What position are you applying for?  
      

2. Are you 16 years of age or older?  Yes  No (For team members under the age of 18 a work permit is required) 
 

3. Have you ever worked for Jamba Juice? If yes, please list dates and location(s). 
   
   
   
4. Can you submit verification of your identity and eligibility to work in the U.S.?  Yes  No 
     

5. Have you ever been convicted of a crime? (See note below)  Yes  No 
(Do not respond concerning the following:  arrests or detentions that did not result in conviction; convictions arising out of minor traffic violations; referrals to, and participation 
in, any pretrial or post-trial diversion program; marijuana-related convictions more than two years old; convictions for which the record has been judicially ordered sealed, 
expunged, or statutorily eradicated; and misdemeanor convictions for which probation has been successfully completed or otherwise discharged and the case has been judicially 
dismissed.) 
 

If yes, please list convictions that are a matter of public record except as stated above: 
   
(A CONVICTION RECORD WILL NOT NECESSARILY BE A BAR TO EMPLOYMENT.  Factors including but not limited to age at the time of the offense, type of offense and relevance 
to the job for which you are applying, seriousness and nature of the offense, and rehabilitation will be taken into account.) 
 
Availability (stores only) 
 

Total available work hours per week:  
 

Are you willing and available to work at any other Jamba Juice locations?  Yes  No 
If yes, where?  
 

Do you have a valid driver’s license?  Yes  No 
 

Do you own or lease a vehicle that you are willing to use for business purposes (subject to the 
Company’s expense reimbursement policy)? 

    
 Yes  No 

 

 Wed Thurs Fri Sat Sun Mon Tues  
From  

 
       

To  
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1. Tell your students that they will receive calls about appointments on the telephone and it is important that 
they feel comfortable communicating in English on the phone. Before starting the exercise of mock phone 
calls, locate two telephones. This activity works best if you have a classroom phone and another phone line 
outside of the classroom. The students will practice on one while you call from the outside line. Another option 
is to use two cell phones. 

2. Pass out the Phone Call Worksheet A. Go through the example given, having a higher level student or a 
classroom volunteer play the role of Joe Armenta. Read through the dialogue two or three times. 

3. Explain that you will call them on the classroom phone and they will need to write down the caller’s name, 
date and time of their appointment on their papers and then we will re-group and share there notes as a class. 

4. Call the classroom phone and have each student take a turn on the phone, giving dates and times of their 
“appointments’. A classroom volunteer can assist students during the exercise and have students who are 
waiting for their turn on the phone work on another activity (i.e. number practice, review sheet, etc.).

5. After the call, as a class go through the dates and times and compare answers to see if there are 
discrepancies. This exercise can stressful to some students so be sure to give plenty of praise and 
encouragement throughout.
 

Phone Call Activity
Make and receive a phone call regarding an appointment 
Understand American Phone Etiquette 
Complete Phone Call Worksheet A

Materials:
Phone Call Worksheet A 
Two Telephones

Week 2
Phone Call / VESL

Return to VESL at a Glance
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A Phone Call:  When is your appointment?   
An example  
 

You:  Hello. 
Gayle: Hello.  This is Gayle Obrecht from the IRC.  Can I speak to   
  Bashar Jameel? 
You:  Yes.  Just a minute, please. 
Bashar: Hello.  This is Bashar. 
Gayle: Hi, Bashar.  This is Gayle.  I am calling to make an appointment 
  with you.  Can you come to IRC on May 7 at 3:30? 
Bashar: Did you say May 7 at 3:30? 
Gayle: Yes.  Is that ok? 
Bashar: Yes, that’s ok.   
Gayle: Ok, I’ll see you then.  Good bye. 
Bashar: Ok.  Good bye. 
 

Your name _____________________________________________________ 
When is your appointment? ________________________________________ 
Where is your appointment?________________________________________ 
  
 
A Phone Call:  When is your appointment?   
An example  
 

You:  Hello. 
Gayle: Hello.  This is Gayle Obrecht from the IRC.  Can I speak to   
  Bashar Jameel? 
You:  Yes.  Just a minute, please. 
Bashar: Hello.  This is Bashar. 
Gayle: Hi, Bashar.  This is Gayle.  I am calling to make an appointment 
  with you.  Can you come to IRC on May 7 at 3:30? 
Bashar: Did you say May 7 at 3:30? 
Gayle: Yes.  Is that ok? 
Bashar: Yes, that’s ok.   
Gayle: Ok, I’ll see you then.  Good bye. 
Bashar: Ok.  Good bye. 
 

Your name _____________________________________________________ 
When is your appointment? ________________________________________ 
Where is your appointment? _______________________________________ 

Phone Call Worksheet A
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1. This activity should occur after the WRT Instructor has covered resumés in his or her class. It is best if you 
have extra assistance with volunteers, so each student can work either one-on-one or in small groups with 
you or a volunteer. It is also beneficial if the WRT Instructor assists with this activity, so he or she can explain 
concepts and the sections more in-depth if necessary during the process. Having a couple volunteers who 
speak the students’ native language is also helpful.

2. First, explain the importance of a resumé to the class- it is a document that describes you, your experiences 
and education for employers. Also mention that having a completed resumé will help the students when they fill 
out application forms because all of their information will be on one paper. 

3. Pass out the Resumé Worksheet and have students fill out the information. They will also be using this 
worksheet in the WRT class. Have them refer to their driver’s licenses or IDs to make sure their contact 
information is correct. If students have no work experience in the US, have them write down the information for 
their employers overseas. If they have no work experience, they should write down any volunteer experiences 
or specialized skills they posses (for example, childcare or maintaining family budget).

4. As the students complete the worksheet, each student pairs up with you or a volunteer to input their 
information onto the Resumé Template. If possible, adding the information directly into a Word document on the 
computer while sitting with the student will save time. Otherwise, use a hard copy and transfer the information 
to a digital copy later (if students are fairly comfortable with computers, this can be an activity in the Computer 
Class.) Go through each section of the resumé. It is fine to leave certain parts blank and the students can 
adjust the information in the following weeks. 

5. After class, edit the resumés to ensure that they have correct formatting, spelling, etc. Be prepared to edit 
the document throughout the program as students build their vocabulary and understanding of concepts and 
better express their experience and skills. It is important that students understand all of the elements on their 
final resumés. Students will receive a hardcopy and email themselves the digital version during Computer 
Class in Week 3. 

Making a Resumé
Create a professional resumé

Materials:
Resumé Worksheet 
Resumé Template
Computers 
Volunteers

Week 2
Resumés / VESL

Return to VESL at a Glance
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VESL	  PLUS	  Program	  
International	  Rescue	  Committee	  in	  San	  Diego	  
131	  E.	  Main	  Street	  Suite	  201	  	   	  
El	  Cajon	  CA,	  92020	  
Tel	  619-‐440-‐6208	  	  
  

 
First name last name 

  ااالسم ااألوولل االلقب
 

Address 
 عنواانن 

 
Email 
 اايیميیل

 
Telephone 

 االهھاتف 
 
 
SUMMARY OF QUALIFICATIONS AND SKILLS: ملخص االمهھاررااتت وو االمؤهھھھالتت    

¥  
¥  
¥  

 
Employment Experience: خبرةة االعمل                       
Name of Company  االمديینة                                                                    ااسم االشركةCity,  االدوولةCountry  
 
Occupation  شهھر                                                            االوظظيیفةMonth, سنةYear –  شهھرMonth,سنةYear  
 
List your responsibilities below    ووظظيیفتك مهھامم ااكتب 

¥  
¥  
¥  

Employment Experience: خبرةة االعمل                       
Name of Company  االمديینة                                                                    ااسم االشركةCity,  االدوولةCountry  
 
Occupation  شهھر                                                           االوظظيیفةMonth, سنةYear –  شهھرMonth, سنة  Year  
 
List your responsibilities below    ووظظيیفتك ممهھام ااكتب 

¥  
¥  
¥  

EDUCATION: االتحصيیل االدررااسي    
Name of School االمديینة                                                            ااسم االمدررسة ااوو االكليیة City, االدوولةCountry  
 
Level of Education ااوو االصف االشهھاددةة Monthشهھر                                 االتخرجج سنة - Year of Graduation  

Resumé Worksheet
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NAME 
Street No., El Cajon CA ***** 

Email address 
(619) ***-**** 

 
OBJECTIVE 
To obtain an entry level position where I can build work experience in the US 
 
SUMMARY OF KEY STRENGTHS 
 Fluent in Arabic and English 
 Experience with ***** 
  
 Organized, Punctual, Hardworking, and Creative  

 
 
RELEVANT EXPERIENCE 
Job Title, Company Name 
City, State, Month Year  Month Year 

 Job Responsibility 
 Job Responsibility 
 Job Responsibility 
 Job Responsibility 

 
Job Title, Company Name 
City, State, Month Year  Month Year 

 Job Responsibility 
 Job Responsibility 
 Job Responsibility 
 Job Responsibility 

 
Volunteer Title, Company Name 
City, State, Month Year  Month Year 

 Responsibility 
 Responsibility 
 Responsibility 
 Responsibility 

 
EDUCATION 
High School Diploma, School Name 
City, State, Gradution Month Year 
 
VESL Program Certificate, International Rescue Committee    
San Diego, CA, July 2013-August 2013 
 Eight week intensive vocational training program for recently arrived refugees  
 Job readiness training on American work culture and employment expectations  
 Met all program requirements and actively engaged with material  

 
REFERENCES 
John Smith  
Job Title  
Name of Company  
(XXX) XXX - XXXX-  
John.Smith@email.com    

Jane Doe  
Job Title  
Name of Company  
(XXX) XXX - XXXX-  
Jane.Doe@email.com  

Resumé Template Example
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The goal of Week 2 is to further 
explore entry level jobs. Students 
will become familiar with common 
entry level positions in a range of 
industries and identify the skills they 
already have and the skills needed 
for entry level positions. The lesson 
reiterates the benefits of working 
an entry level job, including the 
economic benefits. 

Week 2
WRT Learning Objectives

Entry Level Jobs Part II 
Recognize 20 definitions from the employment glossary
Name several benefits of entry level positions
Distinguish the differences between types of entry level jobs 

Job Search
Identify their skills in relation to potential employment 
opportunities

Resumé 
Complete a resumé template 
Note differences between the US and Iraqi education system 
to appropriately complete the Education Section of the 
resumé

Return to Table of Contents
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1. Using a PowerPoint to illustrate the concepts, emphasize in the presentation that all students have 
transferable skills, regardless of their previous field or if they have no formal employment. Also reinforce that 
American work culture values hard work and many people, despite educational background, work entry level 
jobs at some point in their life.   
 
2. Cover the various examples of entry level jobs in different industries and their responsibilities. Pass out the 
Job Responsibility Activity Worksheet. Have students apply what was covered by going through the questions 
as a class or in small groups. Select, or have the class select, the different jobs to focus on.

3. To support the topics covered in Financial Literacy Class, review how working is the foundation for financial 
security, especially as public benefits are only available for a short period of time. It is important to emphasize 
that while working will decrease cash assistance and potentially other subsidies in the short-term (for example, 
mileage reimbursement), the medium and long-term financial benefits of working make getting a job a good 
choice.  Students will learn about the Earned Income Tax Credit, which is an additional incentive to working. 
Distribute the Entry Level Jobs Handout for students to keep as a reference. 
 
4. Introduce to students the Resumé Template and Resumé Diagram so they can begin to become familiar 
with the key components. Review the Employment Glossary used in VESL to ensure that clients have a strong 
comprehension of the necessary vocabulary. During Week 2 students will create their resumés in a combined 
effort with this lesson and the VESL Class (see Making a Resumé Activity in VESL section).  
 
5. In order for students to accurately reflect their education history on their resumés, pass out the US and 
Iraqi Education Systems Handout. Explain the handout, answering any questions. Students should find their 
education level on the chart and add to their Resumé Template.  
 
6. Finally, pass out the Job Reference Handout. Explain that students will need to add references to their 
resumés. These ideally should be individuals who are in the US and can say positive things about their work 
ethic, skills and character. Explain that most Americans use their former supervisors. The Job Reference 
Handout will show students what information they will need to provide regarding their references. If students do 
not have a reference, they can select their Employment Counselor and VESL staff. 
 
 

Entry Level Jobs Part II 
Presentation & Activities 
Recognize 20 definitions from the employment glossary
Name several benefits of entry level positions
Distinguish the differences between types of entry level jobs
Identify their skills in relation to potential employment 
opportunities

Materials:
PowerPoint 
Entry Level Jobs Handouts 
Job Responsibility Activity Worksheet 
Resumé Diagram
Resumé  Worksheet 
Job Reference Handout 

Week 2
Entry Level Jobs / WRT

Return to WRT at a Glance
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2

From Harm to Home | Rescue.org

Job Skills – Brainstorm 
Activity

• What kind of work did you do back home?

• What did you study in school?

• What do you do in your house and everyday 
life?

3

From Harm to Home | Rescue.org

What kind of employers hire entry-level 
workers?

4

From Harm to Home | Rescue.org

Entry-Level Jobs

5

From Harm to Home | Rescue.org

These are also entry level jobs but more 
difficult to get:

• Server

• Home Care 
Aide

• Security 
Guard

• Valet

• Delivery 
Driver

• Factory-work

6

From Harm to Home | Rescue.org

Restaurants
• Cashier

• Dishwasher

• Busser

• Host

• Kitchen Prep

7

From Harm to Home | Rescue.org

Hotels

• Housekeeping

• Room Attendant

• Laundry Attendant

Example PowerPoint WRT Week 2 1/3

Slide 2Slide 1

Slide 3 Slide 4

Slide 5 Slide 6
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8

From Harm to Home | Rescue.org

Retail

• Cashier

• Stocker

• Sales Associate

9

From Harm to Home | Rescue.org

Factories/warehouse
• Assembler
• Package Handler
• Inventory Specialist

10

From Harm to Home | Rescue.org

General Labor

• Landscaping
• Car washer

11

From Harm to Home | Rescue.org

Why are these not entry level jobs?

• Teacher
• Childcare (except 

babysitting)
• Electrician or plumber
• Beautician/ barber
• Car mechanic
• Accountant

• IT technician
• Truck Driver 
• Bank Teller
• Police Officer/ military
• Medical Assistant or 

nurse

12

From Harm to Home | Rescue.org

An Entry-Level Job is 
the KEY to a better 
job and better future!

13

From Harm to Home | Rescue.org

Work Pays - Monthly
Comparison of Working vs. Cash Assistance
For a household of four

For most adults, 
eligibility for TANF 
cash assistance ends 
after 2 years

EITC $9/hr Part-Time Job 
$3750 
EITC $9/hr Full-Time Job 
$5370 
EITC $13/hr Job $4490 
EITC 2 Jobs  $4490 

$0.00

$500.00

$1,000.00

$1,500.00

$2,000.00

$2,500.00

$3,000.00

Mileage

Employment
Income
Food Stamps

TANF

Example PowerPoint WRT Week 2 2/3

Slide 8Slide 7

Slide 9 Slide 10

Slide 11 Slide 12
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14

From Harm to Home | Rescue.org

What happens when welfare ends?

$0

$500

$1,000

$1,500

$2,000

$2,500

$3,000

$3,500

$4,000

TANF-eligible
Adults

Adults no
longer TANF-

eligible

Working $9/hr Working $13/hr

TANF Food Stamps Mileage Job

For most adults, 
eligibility for TANF 
cash assistance 
ends after 2 years

EITC Full-Time 
$9/hr Job $5370 

EITC Full-Time 
$13/hr Job $4490 

15

From Harm to Home | Rescue.org

Other Benefits 
• Learn American culture
• Improve English skills
• Find out about other job openings
• Become self-sufficient
• Work flexible hours

Example PowerPoint WRT Week 2 3/3

Slide 14Slide 13

16

From Harm to Home | Rescue.org

Entry-level jobs are the beginning, not 
the end
In America respect is given to 
those who work, if you work ANY
job it is better than not working

An entry-level job is a first step, 
IRC can help you build a career

17

From Harm to Home | Rescue.org

Begin Resume Activity

Slide 15 Slide 16
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E N T R Y   L E V E L   J O B S   

 
 
In America, people can change jobs many times during their life.  People start working 
when they are young in entry levels jobs like fast food, clean up work, supermarkets, or 
gas stations.  After they have worked in entry level jobs for a while, people are able to 
get better jobs.  They go to work and train for a better job by studying at night.  People 
in America understand that their first job is only a ladder to a better job in the future. 
 

.                     
.                  

       .             
.    .               

 
 

 
There are many benefits to an entry level job: 

                         :   
 

1. It allows you to get work experience.  A work record  
      will let others know that you can show up on time for the 
      job and work hard.  

 
      .           
 .     

 
2. Working with other Americans is a very good way to  
      learn about American culture.  

         .                                              
 

3. An entry level job is a good place to practice your English.  Using the language 
every day at work will help you learn quickly. 

      .             
 .

 
4. It gives you time to learn what kind of jobs there are where you live.  You will 

learn what you like and what you do not like to do for work.  This will help you 
find a better job in the future. 

    .                  
.           .

 

Entry Level Jobs Handout 1/4
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5. An entry level job will allow you to get off welfare.  Many employers are happy to 
hire people so they can take care of themselves instead of staying on welfare. 

يیررغبُب االكثيیرر منن أأصحابب االعملل بتووظظيیفف   .بالتخلي عنن االمساعددةة ااالجتماعيیة (وويیلفرِر)ستسمح لكك ووظظيیفة االمستووىى االتمهھيیدديي 
االناسس لكي يیستططيیعوواا تددبرر أأمووررهھھھمم بددلل ااستمررااررهھھھمم في تلقي االمعووناتت ااالجتماعيیة.   

 
6. Entry level jobs often have flexible hours so you can go to school when you are 

not working.  Many Americans in entry level jobs work in the day and go to 
school at night or they work at night and go to school during the day. 

 
يیقوومم   خاررجج أأووقاتت االددوواامم. للمددررسةططيیع االذذهھھھابب بحيیثث تستبددوواامم مررنن غالباً ما تتمتع ووظظائفف االمستووىى االتمهھيیدديي 

االكثيیرر منن ااألمرريیكيیيینن االعامليینن في ووظظائفف االمستووىى االتمهھيیدديي بالعملل نهھاررااً وواالذذهھھھابب للمددررسة ليیالً أأوو يیقووموونن بالعملل 
ليیالً وواالذذهھھھابب للمددررسة نهھاررااً.   

 
It is important that you get started “on the right foot” as we say in America.  Do not 
waste time trying to get a job that is out of reach for you right now.  Take an entry level 
job for 6 months or a year and then you will be ready for your next step! 
 

حصوولل على ووظظيیفة تبددوو صعبة االمنالل ال تضيیع ووقتكك بال  االمناسبة" كما نقوولل في أأمرريیكا. بالخططووةةمنن االمهھمم أأنن تبددأأ "
أأشهھرر أأوو سنة٬، بعددهھھھا ستكوونن مستعددااً التخاذذ االخططووةة  6ااقبلل بووظظيیفة منن االمستووىى االتمهھيیدديي لمددةة   بالنسبة لكك ااآلنن.

!االتاليیة  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Entry Level Jobs Handout 2/4
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Y O U R   F I R S T   J O B   I N   A M E R I C A  
   

 
 Will probably pay minimum wage  

        
o Minimum wage means the lowest pay an employer can give you 

according to California Law. 
o                
o The minimum wage is different for each state. 
o       
o In California, the current minimum wage is $9.00. 
o      2008  8  
o The minimum wage may change periodically. The change is initiated 

and decided on by the government.  
 .             .    

 
 Will be hard you will have to work a lot  

 .      

o If you prove to your manager that you are a good worker, you will 
get a pay raise and maybe a better job in the future 

o               
 
 Different hours: morning, afternoon, evening  

 :   ...   

o It is important that you are flexible with time when looking for a first 
job in America 

o              
 

 VERY IMPORTANT: work history 
 :         

o Good work history can help you get a better job in the future 
o            

 
o To have good work history you should: Be on time, never miss work, 

work hard, be friendly and nice to your colleagues and customers 

Entry Level Jobs Handout 3/4
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o لتغيیبب عنن االعملل٬، االعملل بجدديیة٬، وواالتعاملل ااحترراامم االمووااعيیدد٬، عددمم اا للحصوولل على تارريیخ عملل جيیدد عليیكك: 
بمووددةة وولططفف مع ززمالئكك ووعمالئكك.  

 
¥ It helps you get a better job in the future 

ووهھھھذذاا يیساعددكك في االحصوولل على ووظظيیفة أأفضلل في االمستقبلل ¥  
 

o If you are a good worker, your manager can give you a promotion 
(better position in the company) 

o  عامالً جيیدداا٬ً، يیمكنن لمدديیرركك أأنن يیمنحكك تررقيیة (ووظظيیفة أأفضلل في االشرركة) ااثبتت اانككإإذذاا  
 

o You could also find out about other jobs in the community 
o  ةةوورراجماالاالمناططقق وويیمكنكك أأيیضاً االتعررفف على االووظظائفف ااألخررىى في  

 
¥ Your boss can be a reference to help you get your next job 

يیمكنن أأنن يیكوونن مدديیرركك مررجعاً لكك يیساعددكك في االحصوولل على االووظظيیفة االتاليیة  ¥  
 

o If you have a good work history, you can use your boss as a 
reference 

o لتارريیخكك. إإذذاا كانن لدديیكك تارريیخ عملل جيیدد٬، بإمكانكك ااستخدداامم مدديیرركك كمررجع  
 

o People who have good references can get very good jobs  
o   يیستططيیع االناسس االذذيینن يیمتلكوونن مررااجع جيیددةة االحصوولل على ووظظائفف جيیددةة جددااً.  

 

Entry Level Jobs Handout 4/4
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Question: 

What is in a 
resume? 

1. Name 

2. Contact 
Information 

Address 

Phone 
Number 

Email 

3. Work 
Experience 

4. Education  

5. Skills 

6. Hobbies or 
Interests 

Resumé Diagram
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VESL	  PLUS	  Program	  
International	  Rescue	  Committee	  in	  San	  Diego	  
131	  E.	  Main	  Street	  Suite	  201	  	   	  
El	  Cajon	  CA,	  92020	  
Tel	  619-‐440-‐6208	  	  
  

 
First name last name 

  ااالسم ااألوولل االلقب
 

Address 
 عنواانن 

 
Email 
 اايیميیل

 
Telephone 

 االهھاتف 
 
 
SUMMARY OF QUALIFICATIONS AND SKILLS: ملخص االمهھاررااتت وو االمؤهھھھالتت    

¥  
¥  
¥  

 
Employment Experience: خبرةة االعمل                       
Name of Company  االمديینة                                                                    ااسم االشركةCity,  االدوولةCountry  
 
Occupation  شهھر                                                            االوظظيیفةMonth, سنةYear –  شهھرMonth,سنةYear  
 
List your responsibilities below    ووظظيیفتك مهھامم ااكتب 

¥  
¥  
¥  

Employment Experience: خبرةة االعمل                       
Name of Company  االمديینة                                                                    ااسم االشركةCity,  االدوولةCountry  
 
Occupation  شهھر                                                           االوظظيیفةMonth, سنةYear –  شهھرMonth, سنة  Year  
 
List your responsibilities below    ووظظيیفتك ممهھام ااكتب 

¥  
¥  
¥  

EDUCATION: االتحصيیل االدررااسي    
Name of School االمديینة                                                            ااسم االمدررسة ااوو االكليیة City, االدوولةCountry  
 
Level of Education ااوو االصف االشهھاددةة Monthشهھر                                 االتخرجج سنة - Year of Graduation  

Resumé Worksheet
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U.S. Education System vs. Iraqi Ed. System 
 
       U.S. Education System                                            Iraqi Education System  

School  Ages/Grades 
Kindergarten 4-5 years old  
Pre-school  5 years old  
Elementary school 
  

1st  – 6th grade  
Must be 6 years old at 1st grade 

 
School  Age/Grades  
Middle School  
 

1st grade – 3rd grade 

High School  4th – 6th grade  
 
 

 
School Ages/Grades 
Vocational School:  
Trade & Industrial  
 

For 3 years 
Certificate 
Attend after middle school 

 
School Ages/Grades 
School of Teachers 
(House of Teachers) 
 

For 5 years  
Only Multi-Subject Credential 
as an Elementary Teachers 
Attend after Middle School  

 
School Years/Degree  
Institute:  
Technical; 
Administrative; 
Medical;  
Fine Arts. 

2 years  
Equivalent to Associate Degree 
But it called Diploma, in Iraq  

      
 

School  Years/Degree 
College/ 
University 
 
 

4 years – bachelor’s degree (BA) 
No equivalence  
 
 
 
2 years – master’s degree (MA) 
2 - 3 years –doctoral degree (PhD) 
No Equivalence  
 

School  Ages/Grades 
Pre-school  2-4 years old 
Kindergarten  5 years old  
Elementary School  1st – 5th grade  

1st –  6th grade  

School  Ages/Grades  
Middle School  6th – 8th grade 
Junior h.s. 7th – 8th  grade 

9th grade 
High School 9th – 12th grade 

10th – 12th grade 

School  Ages/Grades 
Vocational School:  
Trade/Industrial 
Technical/Medical  

For 8 – 60weeks 
Certificate 
Depend on program 

School  Age/Grades 
No Equivalence    
 
 
 

N/A 
 
 
 

School  Years/Degree 
Community College  
 
 
 

For 2 years- (AA) 
Associate  Degree  
&Various kind of 
Certificates 
 
 

School  Years/Degree 
College/ 
University
  

4 years – bachelor’s degree (BA) 
1-2 years – Multi- Subject Credential:  
                    Teach 6th – 12th grade. 
                    Single Subject Credential: 
                    Teach 6th – 12th grade 
2 years – master’s degree (MA) 
2 - 3 years – doctoral degree (PhD) 
5 years – master’s and doctoral degrees 
combined (PhD) 

US and Iraqi Education Systems Handout



113
IRC in San Diego

Job References 

 

Job Reference Handout
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Using the Budgeting & Bill Paying 
PowerPoint, Week 2 introduces key 
vocabulary concepts and prepares 
the students to create their own 
family budget. The class will also 
cover bill payments to prepare 
the students to take their fiscal 
responsibilities into their own hands. 

Week 2
FL Learning Objectives

Budgeting 
Understand the benefits of tracking spending
Define fixed versus variable expenses
Comprehend the concept of a budget
Understand the different ways to pay bills

Assessment
Create a personal budget 
Correctly fill out a money order and a check

Return to Table of Contents
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Notes for presentation and class activities: 
 
Slides 1-5: It is essential that the students can differentiate between flexible versus fixed expenses in order to 
build a budget. Brainstorm with the students on different fixed and flexible expenses. Have students write down 
some of their own examples to share with the class. Explain that establishing a budget with fixed expenses in 
mind can help plan for flexible expenses. Once students start saving, they will make room for any unexpected 
expenses that will come their way (an occasional expense). 

Slide 6: Briefly go over the income and budget chart in order to introduce the concept of budgeting. The 
students will make a budget following the lesson. 

Slides 7-10: Emphasize the importance of tracking spending and how it can help students plan their month-to-
month expenses.

Slide 11-12: Remind students that if they do not pay their bills on time, collection agencies may contact them 
and they will end up paying much more than their original bill. It will also affect their credit, which is important 
and they will learn more about it the following week. 

Slide 13 Class Activity: Pass out the Addressing an Envelope Worksheet. Review the key information on 
an envelope in order for it to be mailed. Have students practice addressing an envelope to themselves (mail if 
possible). Review the students’ envelopes.  

Slide 15 Class Activity: Pass out the Check Writing Worksheet. Again, review the key vocabulary and 
information on a check. Have the students practice writing a check for their rent. Check in as a class. 

Slide 18: Facilitate a class discussion on the lesson. Sample questions on Example PowerPoint.  

Budgeting & Bill Paying 
Presentation 
Understand the benefits of tracking spending
Define what are fixed versus variable expenses
Comprehend the concept of a budget
Understand the different ways to pay bills 

Materials:
PowerPoint 
Addressing an Envelope Worksheet 
Check Writing Worksheet 

Assessment 
Create a personal budget 
Correctly fill out a money order and a check 

Materials:
Budgeting and Bill Paying Assessment 

1. After the presentation and activities, distribute the Budgeting and Bill Paying Assessment. Have students 
complete it individually to measure their progress in Week 2 Financial Literacy’s learning objectives. 

Week 2
Budgeting / FL

Return to FL at a Glance
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2

From Harm to Home | Rescue.org

Fixed vs. Flexible Expenses
Fixed Expenses:

• Expenses that are 
the same each 
month.

• You can expect to 
spend the same 
amount month to 
month.

Flexible Expenses:

• Expenses you 
anticipate but are 
not the same 
amount each month.

• Expenses that are 
prone to change 
based on needs or 
external factors.

3

From Harm to Home | Rescue.org

What are your “Flexible Expenses?” 

4

From Harm to Home | Rescue.org

What are your “Fixed Expenses?” 

5

From Harm to Home | Rescue.org

What are your “occasional expenses?” 

“Occasional expenses” are expenses that happen 
irregularly and are often unplanned.

6

From Harm to Home | Rescue.org

Fixed vs. Flexible Expenses
Fixed 
Expenses
Rent

Car Insurance

Car Payment

IOM Loan

Child Care 

Savings

Total Fixed 
Expenses

Flexible Expenses

Utilities – SDG& E

Phone
Cable/Internet
Food
Gasoline
Water
Clothing
Entertainment 
Total Flexible 
Expenses

7

From Harm to Home | Rescue.org

What are your expenses?
INCOME $$$

IRC Cash Assistance 
or Welfare Cash Aid

Work Salary

Food Stamps

Other 

TOTAL Income

BUDGET

Total Income

Total Expenses

Income-
Expenses = 

Balance

Example PowerPoint FL Week 2 1/3

Slide 2Slide 1

Slide 3 Slide 4

Slide 5 Slide 6



117
IRC in San Diego

8

From Harm to Home | Rescue.org

Ways to track your spending

1) Keep track of your spending 
to find out how much money 
goes towards each 
expense.

Note: When buying with cash, 
ALWAYS keep the receipt. 
Save your receipts!

9

From Harm to Home | Rescue.org

• Keep a notebook. 
Write down what 
you spend your 
money on.

• Create a space to 
file all of your 
saved receipts.

Tips for tracking 
spending

10

From Harm to Home | Rescue.org

Track your Spending checks

If you deposit all your income into 
a checking account, you can use 

checks to track your spending.

11

From Harm to Home | Rescue.org

Every month, add up how much you 
spent for each expense.

At the end of the 
month, add up how 
much was spent for 

each expense.
Keep track of monthly 

expenses on a 
summary sheet.

12

From Harm to Home | Rescue.org

BILLS
1- Avoiding late payments 

charges.
2- Avoid collection agencies by all 

means by paying bills promptly.
3- Establishing good credit.
4- Committing to other 

agreements and contracts.
5- Develop good spending habits.
6- Avoiding services interruptions. 

13

From Harm to Home | Rescue.org

Paying Bills

* Paying your bills is very important in the U.S and missing 
any payment may affect you in the future and payments are 
accepted in:
1- Mail: you will need money order or personal 
check.
2- Authorized Payment Locations: Accepting 
payments for Cox, SDG&E and AT&T
3- Online: You will need debit or card or checking 
account with routing number of your bank

Example PowerPoint FL Week 2/3

Slide 8Slide 7

Slide 9 Slide 10

Slide 11 Slide 12
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14

From Harm to Home | Rescue.org

ADDRESSING ENVELOPES

15

From Harm to Home | Rescue.org

Junk mail is false and will end up 
costing you money if you respond to 
it.  Here are a few phrases that are 
commonly used in junk mail:

*FREE!
* You have just 
won…
*Reply now!
*Limited Time 
Offer!

16

From Harm to Home | Rescue.org

You can pay bills by check or money order

CHECKS

17

From Harm to Home | Rescue.org

You can pay bills by check or money order

Money Order
POSTAL MONEY ORDER

SERIAL NUMBER

02974098295
YEAR, MONTH, DAY

2008-06-20
POST OFFICE

017520
U.S. DOLLARS AND 

CENTS

$ 53.25

AMOUNT FIFTY THREE DOLLARS AND 25¢ **********
PAY TO

NEGOTIABLE ONLY IN THE AND POSSSESSIONS

ADDRESS FROM CLERK

017
ADDRESS

USED FOR

:000008002: 02974098295"

18

From Harm to Home | Rescue.org

Money Order

20

From Harm to Home | Rescue.org

Class Discussion
1) Do you understand the different ways to 

pay bills in the US? Which one do you 
intend to do?

2) Do you know what collection agencies are 
and why they will negatively impact your 
financial future?

3) Do you feel that you can follow the family 
budget you’ve created?

Example PowerPoint  FL Week 3 3/3

Slide 14Slide 13

Slide 15 Slide 16

Slide 17 Slide 18
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Addressing an Envelope Worksheet
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Check Writing Worksheet 1/2
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Check Writing Worksheet 2/2
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1	  
	  

1	  
	  

Name:	   	  _______________________________________	   Date:	   _____________________________	  

Part	  I:	  Budgeting	  and	  Bill	  Payment	  Assessment:      االجزء ااالوولل: االميیزاانيیة االشهھريیة	  

1 لم يیكونن االرجاء ملىء االميیزاانيیة االشهھريیة٬، متضمنة االدخل االشهھريي وواالمصارريیف االشهھريیة لشهھر ووااحد فقط. ااذذاا  -
لك ددخل ااوو مصرفف شهھريي ااتركك االحقل فاررغغ. ااذذاا لم تعرفف كميیة االمبلغ االذيي تستلمهھ ااكتب عالمة (؟).  

Monthly Budget  االميیززاانيیة االشهھرريیة  

Income االددخلل   Total Income 0.00  االددخلل 

Job عملل    
Total Expenses 
 0.00   االمصارريیفف

IRC Cash Assistance االمساعددةة االماليیة   Balance 0.00  اااالباقي 

Food Stamp   
   

  

 Total Income 0.00االمجمووعع  
   

  

Regular Expenses 0.00  االمصارريیفف االشهھرريیة 
   

  

Rent اااليیجارر    
   

  

Gas/Electricity االكهھررباء   
   

  

Home Phone االهھاتفف ااالررضي   
   

  

Cable االتلفززيیوونن   
   

  

Internet ااالنتررنيیتت   
   

  

Cell Phone االهھاتفف االخلوويي   
   

  

Water االماء   
   

  

Food االغددااء   
   

  

Bus/Transportation االنقلل   
   

  

Car Insurance تأميینن االسيیاررةة    
   

  

Car Gas االبنززيینن   
   

  

Household Goods مصارريیفف االبيیتت   
   

  

Laundry االغسيیلل   
   

  

Other ااخررىى    
   

  

 Total Regular Expenses 0.00االمجمووعع  
   

  

Debts 0.00  االدديیوونن 
   

  

Travel Loan ددفع قسطط االططيیاررةة    
   

  

Other ااخررىى    
   

  

Total Debt 0.00 االمجمووعع         
	  

	  

	  

Budgeting and Bill Paying Assessment 1/4
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2	  
	  

2	  
	  

Part	  II:	  Bill	  Payment	  Assessment      االجزء االثاني: ددفع االقواائم	  

	  

2- 	moneyاالرجاء ااذذهھھھب االى االصفحة االقاددمة لرؤؤيیة االمثالل. ااكمل االل    order	وواالظرفف .     

	  

	  

	  

	  

	  
Envelope	  
	  

	  

	  

	  

	   	  

POSTAL	  MONEY	  ORDER	  
SERIAL NUMBER 

02974098295 
YEAR, MONTH, DAY 

2012-06-20 
POST OFFICE 

017520 
U.S. DOLLARS AND 

CENTS 

$ 118.34 
	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  AMOUNT	  	  	  	  ONE HUNDRED EIGHT TEEN AND 34¢ **********	  

PAY TO NEGOTIABLE ONLY IN THE U.S. AND 
POSSSESSIONS 

FROM 	   CLERK 

017 
ADDRESS 

USED FOR 	  

:000008002: 02974098295" 	   	  

Budgeting and Bill Paying Assessment 2/4
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3	  
	  

3	  
	  

What	  is	  the	  due	  date	  of	  this	  bill?	  __________________________________ في هھھھذهه االقائمة؟  Due	  date ماهھھھو 

	  

Budgeting and Bill Paying Assessment 3/4
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4	  
	  

4	  
	  

3 االرجاء ااجب بب "نعم" ااوو "ال"  -  
1 ال نعم  جميیع ددفع االقواائم تكونن نفس االيیومم نهھايیة االشهھر. -  

A.	   Most	  bills	  are	  due	  on	  a	  monthly	  basis.	   True	   False 

2- تاخيیر.ااذذاا لم ااددفع االقواائم بالوقت االمحددد ااستحق غراامة   ال نعم   

- 	  

B.	   If	  I	  do	  not	  pay	  my	  bill	  on	  time	  I	  will	  be	  charged	  a	  late	  fee.	   True	   False 

3- ال نعم ااذذاا لم تستلم االقواائم بالبريید٬، اانا مسؤوولل ووملزمم بالدفع ووااررسالل ملبغ االفاتوررةة قبل نهھايیة تارريیخ االقائمة.  	  

C.	   If	  I	  do	  not	  receive	  my	  bill	  in	  the	  mail,	  I	  am	  still	  responsible	  for	  sending	  in	  a	  payment	  by	  the	  due	  date.	  
True	  	   False 

4- ال نعم يیجب اانن االتزمم بدفع قائمة قرضض االطائرةة بعد ااوولل ستة ااشهھر من ووصولي االى االواليیاتت االمتحدةة ااالمريیكيیة.   

E.	   I	  must	  start	  paying	  my	  travel	  loan	  6	  months	  after	  arriving	  in	  the	  United	  States	  	   True	   False 

5- ع (االوررقة االصغيیرةة في نهھايیة االقائمة االتي ممكن قطعهھا) ووووضعهھا في االظرفف قرضض االطيیاررةة عن ططريیق االبريید م يیجب اانن ااررسل ددفعة 
االمرسل وولذلك للتاكد من االمبلغ االمرسل.  

F.	   I	  must	  send	  my	  travel	  loan	  payment	  through	  the	  mail	  with	  the	  payment	  stub	  enclosed	  with	  my	  bill	  to	  
ensure	  that	  it	  is	  received	  and	  processed	  on	  time.	   True	   False 

6- االتي سوفف ااددفعهھا ووهھھھذاا لتسهھيیل ددفع االقائمة االى (لكل قائمة ررقم خاصص بهھا) االقائمة ررقم ب اانن ااعمل على ااررسالل عند ددفع اايي قائمة٬، يیج 
االجهھة االمرسل لهھا.  True	   False 	ال نعم     

G.	  When	  paying	  a	  bill,	  I	  must	  always	  include	  my	  account	  number	  with	  the	  payment.	  The	  account	  
number	  helps	  the	  company	  credit	  the	  payment	  to	  my	  account.	   True	   False 

 

7- ال نعم  االرئيیسياالبريید  مكتبعندما ااغيیر مكانن سكني يیجب ااغيیر عنوااني في    

H.	  When	  I	  move,	  I	  must	  fill	  out	  a	  change	  of	  address	  form	  with	  the	  U.S.	  Post	  Office.	   True	   False	  

Answer	  before:	  

Right	   Wrong	  
	   	  
	  

Answer	  after:	  	  

Right	   Wrong	  
	   	  
	  

Budgeting and Bill Paying Assessment 4/4
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Week 2
CL Learning Objectives

Microsoft Office 
Learn the basics of Microsoft software’s interface that will 
allow students to effectively use Word, Excel and PowerPoint

Return to Table of Contents

Following in the footsteps of the 
previous lesson, Week 2 is all 
about using Microsoft’s famous 
assortment of programs. Students 
will learn how to create documents 
in Word, spreadsheets in Excel, 
and presentations in PowerPoint. 
These programs are very important 
for anyone who will be using a 
computer regularly, and are a great 
starting point for those learning to 
use computers. Of extra importance 
is learning how to format text and 
print documents. Students will need 
these skills to type resumés and 
cover letters.
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10 
 

Microsoft Word Basics  
 

 

Microsoft Office Programs 

Microsoft Office is a collection of 
applications developed by Microsoft.  
You can purchase these individually or as a 
group.  These applications are inter-
collected and share common features. 
 

 
 
Microsoft Word: Microsoft’s flagship word 
processing program.  Word is used to create 
full feature documents. 
 

 
 
Microsoft Excel: A spread sheet application 
that uses a grid of cells to organize data.  
This data can be used to created line 
graphs, histograms and charts of data; 
arithmetic operations.  In addition, Excel 
can handle statistical, engineering and 
financial functions. 
 

 
 
Microsoft PowerPoint: Microsoft’s 
presentation program used to create slide 
show presentations. 

 

 

 

مايكروسوفت اوفيس  برامج  

التطبيقات  مجموعة من مايكروسوفت أوفيس هو
 .مايكروسوفتشركة من قبل  التي تم تطويرها

 .كمجموعة أو بشكل فردي الحصول عليها يمكنك
تشترك هذه التطبيقات بمجموعه من السمات 

 والخصائص المشتركة 

 

 برنامج مايكروسوفت :مايكروسوفت وورد
 الكلمات يتم استخدام .الكتابية معالجة النصوص
 .ووثائق فيه إلنشاء مستندات

 

تنظيم الخاليا ل يستخدمتطبيق  :مايكروسوفت اكسل
نشاء هذه البيانات إل ويمكن استخدام .البيانات

العمليات  ةاإلحصائيالرسوم  ،الرسوم البيانية
 للبرنامجيمكن ، وباإلضافة إلى ذلك .الحسابية

 .الماليةوالهندسية و الداالت اإلحصائية التعامل مع

 

 

 عرضل هو برنامج :بوينت بور مايكروسوفت
الشرائح والوثائق بطريقه سهله ومبسطه 

 .وواضحة

 أساسيات في مايكروسوفت والورد

Week 2 Computer Handout 1/9
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Microsoft Office Interface 

 
 
Ribbon: New to Microsoft Office 2007; it is 
made to find item more quickly. 
 

 
 
Quick Access Toolbar: You to access 
frequently used functions. 
 

 
 
Rulers: Gives you a reference to where you 
are on a page. 
 

 
 
Status Bar and Tools: Shows your current 
page and the length of your document.  
Give your word count, informs you if you 
are in overtype mode, spelling and 
grammar errors, etc. 
 

 
 
Microsoft Office Button: Replaces the old 
file menu. 
 
 

 

 واجهه مايكروسوفت اوفيس 

 

 ؛2007 س االحدثمايكروسوفت أوفي  :الشريط
 .بسرعة أكبر المواد واالدوات إليجاد تم تصنعيه 

 

للوصول يستخدم   :شريط أدوات الوصول السريع
 .الوظائف المستخدمة بكثرة إلى

 

 على في اي صفحه اوإشارة عطيك تل  :لمسطرةا
 .صفحه تعمل  اي

 

 

 وطول الصفحة الحاليةيعرض  :دواتاال شريط
، المستندعدد الكلمات التي في  إعطاء .المستند

وقواعد  التدقيق اإلمالئي والنحويويساعد في 
 .الخ، اللغة

 

 

 ملف القائمة يستبدل :مايكروسوفت أوفيسزر 
 .القديم
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The Life Cycle of Your Document 

Saving Your Document 

1. Click the “Microsoft Office Button” 
2. Select “Save” 
3. Enter your document’s name in the 

“File name” box 
4. Click “Save”  

Opening Your Document 

1. Click the “Microsoft Office Button” 
2. Select “Open” 

 
Or 
Select your document from the 
“Recent Documents” list if it is a 
recently open document 
 

3. Find the document that you want 
and select it in the “Open Dialog” 

4. Select it then click “Open” 

Formatting Your Document 

Selecting Text 

The Click and Drag Method: While holding 
down the left mouse button, move the 
cursor from the start to the end of the text 
that you wish to edit.  

The Double Click Method: Allows you to 
select a single word.  Double click the word 
you want to select. 

The Triple Click Method: Allows you to 
select all the text in a paragraph. To select 
an entire paragraph, triple click the 
paragraph.  

 المستند الخاص بك دورة حياة
 حفظ المستند

 (Microsoft Office )زر انقر فوق .1
 (حفظ)اختار كلمه  .2
الخاص به  مربعالفي  المستند أدخل اسم .3

 (اسم الملف)
 (حفظ)انقر على زر .4

 المستند  فتح

 (Microsoft Office )رز انقر فوق .1

 (فتحا) اختار كلمه .2

 أو
المستندات ) من قائمة المستنداختار 

في  قد تم فتحهالمستند  إذا كان (األخيرة
 اآلونة األخيرة

حددها و المستند الذي تريد العثور على .3
 (مفتوححوار ) في

 (فتحا) ثم انقر فوق اختاره .4

 تنسيق المستند 

 او تظليله تحديد النص

أثناء الضغط باستمرار على زر : انقر واسحب
الماوس األيسر، حرك المؤشر من بداية إلى نهاية 

 .النص الذي ترغب في تعديلها

لك لتحديد يسمح : تين وبسرعهمزدوج نقرتين
انقر نقرا مزدوجا فوق الكلمة التي . كلمة واحدة

 .تريد تحديدها

يسمح لك لتحديد : وبسرعه ثالث نقرات متتاليه
لتحديد فقرة بأكملها، انقر . كافة النص في الفقرة

 .فوق الفقرة ثالث مرات

Week 2 Computer Handout 3/9
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Copying Text 

 

1. Select the text you wish to copy 
2. Click the “Copy Button” on the 

Clipboard  

Pasting Text 

 

1. Move the cursor were you wish to 
insert your text 

2. Click the “Paste Button” on the 
Clipboard  

Cutting Text 

 

1. Select the text you wish to cut 
2. Click the “Cut Button” on the 

Clipboard  

 

 

 نسخ النص
   

 

 

 

 هنسخ ترغب في حدد النص الذي .1
شريط في  ( نسخالزر ) انقر فوق .2

 االدوات
 

 لصق النص
   
 

 

 

 

 ترغب في للمكان الذي تحريك المؤشر .1
 فيهالنص  إدراج

شريط في  (صقاللزر ) انقر فوق .2
 االدوات

 نص قطع
   

 

 

 

 قصه ترغب في النص الذي حدد .1
 في الحافظة ( قصزر ) انقر فوق .2

 

 

 

Copy Button 

Paste Button 

Cut Button 

 زر النسخ

 زر اللصق

 زر القص

Week 2 Computer Handout 4/9
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Font- Style 

 

1. To change fonts, select the text you 
wish to change 

2. Click the arrow next to the current 
font 

3. Choose your font   

Font- Size 

 

1. To change your font size, select the 
text you wish to change 

2. Click the arrow next to the current 
font size 

3. Choose your font size 

Font- Attributes 

 

 

 

 

 

  نوع الخط

 

 

 

ترغب  حدد النص الذي ،طالخ لتغيير . .1
 نوعيه خطه في تغيير

 لخط الحاليالمجاور لالسهم  انقر فوق .2
 اختيار الخط الذي تريده  .3

 حجم الخط

 

 حدد النص الذي، الخط حجم لتغيير .1
 ترغب في تغيير

الخط حجم السهم المجاور ل انقر فوق .2
 الحالي

 حجم الخط اختيار .3
 سمات الخط

 

 

 

 

Style 

Size 

Bold Italic Underline 

 نوع الخط

 حجم الخط

 تحته خط مائل ثخين 
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Paragraph ― Bullets 

 

1. To add bullets, click the “Bullets 
Button” in the Paragraph dialog box  

2. To select a different style of bullet, 
click the arrow  

3. Choose the bullet you wish to use  

Paragraph ― Numbering 

 

1. To add numbers, click the 
“Numbering Button” in the 
Paragraph dialog box  

2. If you want letters instead of 
numbers, click the arrow 

3. Choose the style you wish to use 

Paragraph ― Line Spacing 

 

1. To change the spacing between the 
lines of text, click the “Line Spacing 
Button” 

2. Select the spacing you desire  

 

 التعداد النقطي 

 

 

 

التعداد زر  إلضافة تعداد نقطي، انقر فوق .1
 نقطي في شريط االدواتال

، انقر فوق لنقاطالختيار نمط مختلف من ا .2
 السهم

 يهترغب ف ذيال  تنقيطانواع الاختيار  .3

 الرقمي التعداد

 

 

 

زر  ، انقر فوقرقميإلضافة تعداد  .1
 في شريط االدوات الرقميالتعداد 

، انقر رقام الختيار نمط مختلف من اال .2
 فوق السهم

 يهترغب ف ذيالنوع الرقم اختيار  .3

 االسطر  مسافات

 

 

 

، أسطر النص بينوالمسافة التباعد  لتغيير .1
 (رتباعد األسطزر ) انقر فوق 

 تريدهاالمسافة التي  حدد .2

 

 

Bullets 
Button 

Numbering 
Button 

Line Spacing 
Button  

زر التعداد 
 النقطي

تعداد الزر 
 الرقمي

زر المسافات 
 بين االسطر

Week 2 Computer Handout 6/9
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Paragraph ― Aligning 

 

 

Paragraph ― Indenting 

 

 

Font & Paragraph ― Right Click 

 

You can also just right click on your mouse 
to bring up a context menu that allows you 
to perform font and paragraph 
modifications  

 محاذاة الفقرة 

 

 

 

 

 للمقدمة  ترك المسافة

 

 

 

 

 انقر بزر الماوس اليمين -الخط والفقرة 

 

 

 

 

 

 

 

 

 

 

جه اليمين يمكنك أيضا فقط اضغط على الفأرة 
 تعديالت في بال التي تسمح القائمة السريعةإلظهار 

 الخط والفقرة

Align Left 

Align Center Align Right Justify 

Decrease Indent Increase Indent 

محاذاه الى 
 اليسار

 توزيع لنهاية النص  محاذاة الى اليمين محاذاة الوسط

لمقدمةانقاص المسافة في ا للمقدمةترك مسافة    

Week 2 Computer Handout 7/9
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Spelling & Grammar 

 

1. To check your document go to the 
“Review” tab on the Ribbon  

 

2. Click the “Spelling & Grammar” 
button 
Or 

 

3. Click on the open book on the Status 
Bar 

 

 

 

 

 

 

 

 

 

 

 القواعد واالمالء

 

 

 

للتحقق من المستند انتقل إلى عالمة  .1
 على الشريط (مراجعة)

 

 

 

 (إمالئي ونحويتدقيق )انقر فوق زر  .2

 او

 

 

شريط  فيمفتوح الكتاب الانقر على  .3
 دواتاال
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Printing 

1. Click the “Microsoft Office Button” 
2. Click “Print” 
3. Click “OK”  

Printing ― Selecting Printer 

Sometimes you may need to select the 
printer you wish to print your document 
from. 

 

1. Click the arrow next to the current 
printer 

2. Select your printer 
3. Click “OK” to print  

Printing ― Selecting Number of Copies 

 

1. Type in the number of copies you 
wish to print  
 
Or 
 

2. Click the arrows to add or subtract 
the number of copies 

3. Click “OK” to print 
 
 
 

 الطباعة
 (يسمايكروسوفت اوفزر )انقر فوق 

 (طباعة)انقر على زر 
 (موافق)انقر على زر 

 
 اختيار الطابعة -طباعة 

 
في بعض األحيان قد تحتاج إلى تحديد الطابعة 

 طابعه خاصه طباعة المستند منفي رغبتكم ل
 

 
 
 
 
 

طابعة السم ال انقر فوق السهم المجاور .1
 الحالية

 حدد الطابعة .2
 طباعةلل (  موافق) على زر انقر .3

 اختيار عدد النسخ -الطباعة 
 
 
 
 
 
 
 

ضع المؤشر في مربع عدد النسخ واكتب  .1
 العدد الذي ترغب في طباعته

 او

انقر فوق األسهم إلضافة أو طرح عدد  .2
 النسخ

 للطباعة ( موافق)انقر على زر .3
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Return to Table of Contents

In Week 3, students will continue to 
practice communicating personal 
information, moving toward 
describing themselves in greater 
detail. This will set the foundation 
for the interview questions that 
will further the use of “to be.” 
Week 3 lessons introduce more 
grammar structures, including 
how to answer different types of 
questions. The grammar in Week 
3 will help build toward answering 
interview questions, such as “Are 
you available on…?”, “When can 
you start?” and Do you have a 
car?” The focus on topics of time 
will mirror the students practice in 
filling out the Availability section of 
the application. The continuation 
of phone call practice will reinforce 
students’ ability to listen and 
respond to availability questions 
when making appointments. 

Week 3
VESL Learning Objectives

Foundation Building 
Effectively describe themselves
Communicate how they and others are feeling

Grammar
Utilize simple present tense to discuss their daily routines
Respond to yes and no questions, using different verbs
Pose ‘Are you’ and ‘Do you’ questions 
Begin to answer information questions: Who, What, Where, 
When, Why and How

Job Application  
Ask for an application from a business or employer
Understand key vocabulary in the Availability section of a job 
application 
Fill out the Availability section of a job application

Interview  
Begin constructing responses to the “Availability” and 
“Transportation” questions

Phone Call
Receive and politely respond to a phone call regarding an 
interview
Complete Phone Call Worksheet B
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Describing Yourself 
Effectively describe themselves
Communicate how they and others are feeling 

Materials: 
OPD, pages 32-35 
Personal Qualities & Strengths Handout

1. Review the verb “be” from Weeks 1 and 2 in OPD. Have students practice be + feelings, family role, job 
position, description and ages. Start to focus on prepping the students for the job interview and using “I am + 
adjective.” Students should pick qualities from the Personal Qualities Handout and practice pronunciation.

2. Pair students up and have one student ask, “Tell me about yourself.” The second student should answer 
with “I am + adjectives.” Students can switch roles and practice with different classmates. Pick different 
pairs to demonstrate for the class. Reinforce the lesson and assess comprehension by asking the class 
questions. 

Feelings Charades Games
Effectively describe themselves
Communicate how they and others are feeling 

Materials: 
OPD, pages 42-43
List of Feelings 
Facial Expressions Handout 
Whiteboard

1. Go over the feelings list in OPD pages 42-43, making sure to be expressive when explaining the words. 
Have a student or a classroom volunteer pick a feeling from the list and act it out. The rest of the class can 
attempt to guess which feeling is being portrayed. Play several rounds of the game and connect the vocabulary 
with the verb “be”.

2. An alternative of individual charades is to break up the class into two teams, A and B. This activity is helpful 
if you have a large group. Explain the rules of the game. Each team sends one representative to the front of the 
class. The players will get a card with a feelings vocabulary word on it from the List of Feelings. He/she must 
act out the feeling without using words. The actor’s team will have one guess at the vocabulary word. Teams 
should confer and work together. Each correct answer is awarded one point. The team with the most points 
wins.

3. Pass out the Facial Expressions Handout. Have the students study the faces on the worksheet. As a class, 
brainstorm common feelings and write them on the board. Have the students work independently or in pairs 
to assign a face that best corresponds to the feelings that they compiled. This activity is also helpful to explain 
non-verbal communication and highlight positive and negative facial expressions for a job interview. Students 
can identify which expressions on the worksheet should be used in an interview versus facial expressions that 
might send a negative message.

Week 3
Foundation Building / VESL

Return to VESL at a Glance
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Personal Qualities and Strengths
ةيصخشلا تافصلا

I am… 
a team player  قيرف بعال                                                                                                 a good ________________                                                              

noun                                

an independent worker  لقتسم                                                                                          a fast learner  ملعتلا عيرس                                                                                                       

I am… 
creative                                                                                                        calm  ئداه                                                                                                             

detail – oriented  ليصافتلل هجوم                                                                                    reliable                                                                                                             

committed  مزتلم                                                                                                       confident  قثاو                                                                                                         

flexible                                                                                                       consistent  مجسنم                                                                                                       

enthusiastic  يسامح                                           friendly  يدو                                                                                                           

hardworking لوغش                                                                                                   helpful  نواعتم                                                                                                           

honest  قداص                                                                                                           strong  يوق                                                                                                                                 

organized  مظنم                                                                                                        productive  جتنم                                                     

patient  روبص                                                                                                             energetic  ةيويحلاب معفم                                             

dependable  هيلع دامتعالا نكمي                                                                                        responsible  لوؤسم                                                                                                     

easygoing  سلس                                                                                                           quick عيرس                                                                                                                

Personal Qualities & Strengths Handout
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Hot

Cold

Calm

Uncomfortable

Sick

Relieved

In Love

Homesick

Scared

Bored

Frustrated Surprised

Happy

Upset Angry

Stressed Out

Confused Embarrassed

Proud Excited

In Pain Sad

LonelyHurt

Worried Well

Comfortable Nervous

Hungry Full

Thirsty Sleepy

Tired

List of Feelings
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Facial Expressions Handout

Emotion Vocabulary 
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Describing Daily Routines 
Utilize simple present tense to discuss their daily 
routines

1. Open OPD to page 38. This exercise will also review times and pronouns. Go through each of the pictures, 
being demonstrative and mimicking the actions in the pictures as you describe the schedule. Ask students 
questions about the routine, using the verbs.

2. Write your daily schedule as an example on the whiteboard.  
 
 I get up at 6 am. 
 I take a shower. 
 I eat breakfast. 
 I drive to work. 
 I teach. 
 

3. Have the students name five things that they do every weekday, using the What Do You Do Every Weekday? 
Worksheet. Encourage them to incorporate what they learned with time into the lesson. Next have the students 
write down five sentences that describe their routine. For lower level students, very basic sentences are fine.

4. Have several students share their routine paragraphs. After a student reads his/her routine, ask the others 
questions about the student‘s routine to teach the third person form. “What does he do at XX every day?”  On 
the board, emphasize that the third person uses an “s” at the end. Conjugate a verb and review with the class 
third person singular.

 I get up
 You get up
 He/She/It gets up
 We get up
 They get up

 
5. Have the students do the second portion of the worksheet, practicing asking questions and writing down 
their partner’s routine. Select students to share about their classmates’ routine. Ask questions about the 
routines to elicit responses that use the verbs.

I ride my bike
every morning!

Materials:
OPD, pages 38-39
Whiteboard
What Do You Do Every Weekday? Worksheet

Week 3
Grammar / VESL

Return to VESL at a Glance
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Describing Daily Routines Continued

6. Keep incorporating and practicing using simple present tense on a daily basis in class. Ask students what 
they do every day and write on the board. Start to draw students outside of their daily routines to use the 
simple present tense. Have students describe what they eat, what movies they watch, etc. You can also keep 
practicing the third person by having the students describe a daily routine of a famous person, celebrity, 
athlete, etc.  Another option is to have an open discussion of the students’ schedules, which also allows for a 
cultural exchange on what is considered “typical.” For higher level students, switch the questions slightly by 
asking what do they do on weekends? “What do you do on your birthday? What do you do on Christmas? Eid?” 
Ask about children or family members’ routines. If you have a classroom volunteer who speaks the language, 
feel free to translate the questions into the students’ native language. Their answers should be in English, 
but it is important for them to understand the habitualness of routine and the question posed. Daily routines 
will continue to extend into more grammar lessons on simple present tense, forming “Are you” and “Do you” 
questions and answering information (who, what, where, etc.) questions. 

Week 3
Grammar / VESL

Return to VESL at a Glance
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What Do You Do Every Weekday?

Simple Present Tense 
 

What do you do every weekday? 
 

Write 5 things you do every weekday. 
 
1. ___________________________________________________________________ 
 
2.___________________________________________________________________ 
 
3.___________________________________________________________________ 
 
4.___________________________________________________________________ 
 
5.___________________________________________________________________ 
 
Ask your classmate what he or she does every weekday.   
Ask:   
   What do you do every weekday?    
   Tell me 5 things you do every weekday. 
 
Then, write those 5 things down.   
Example:   Keesha goes to work.  She checks her email.  She helps customers. 
   She goes home.  She makes dinner.   
 
1.____________________________________________________________________ 
 
2.____________________________________________________________________ 
 
3.____________________________________________________________________ 
 
4.____________________________________________________________________ 
 
5.____________________________________________________________________ 
 
Ask your teacher or a volunteer what they do every weekday.  Write 3 things down. 
 
1.____________________________________________________________________ 
 
2.____________________________________________________________________ 
 
3.____________________________________________________________________ 
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1. Keep building off of using daily routines and self-description lessons to practice the simple present tense. 
 
2. Pass out the Statements Worksheet, which can be divided into sections and completed at your discretion 
(the past tense can be saved for the following week). Review present tense for “be” and “have” and other 
simple verbs that students have been practicing with their daily routines. After, put the verbs in context with the 
example statements. Students should practice making their own statements and writing them down on their 
worksheets. 

3. Next, the students will use their statements and turn them into questions. Go through the verbs and 
examples listed on the worksheet that are in question format. Have the students practice turning their 
statements into questions. Have students share their questions to the class.   
 

Simple Present Practice 
Respond to yes and no questions, using different verbs
Pose ‘Are you’ and ‘Do you’ questions 

Materials:
Statements Worksheet

Week 3
Grammar / VESL

Return to VESL at a Glance
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Present tense:  Statements 
 

Be      Drink/other verbs 
 
I am      I drink 
 
You are     You drink 
 
He is     He drinks 
She is     She drinks 
It is      It drinks 
  
We are     We drink 
They are     They drink 
 
Examples 
 
I am a woman.  I have a daughter.  I drink coffee every morning. 
You are tall.   You have a Frisbee. You walk to school. 
He is Iraqi.   He has two cars.  He drives to IRC. 
She is happy.  She has two sisters. She cooks dinner at 8 p.m. 
It is new.   It has 3 tires.  It goes fast. 
We are in class.  We have many friends. We go to the park. 
They are funny.  They have a garden. They study English. 
 
Write your own statements. 
Be 
I _______________________________________________________________ 
She _____________________________________________________________ 
They ____________________________________________________________ 
 
Have 
I ________________________________________________________________ 
You _____________________________________________________________ 
He _______________________________________________________________ 
 
Other 
I _________________________________________________________________ 
He _______________________________________________________________ 
We _______________________________________________________________ 

Statements Worksheet 1/4
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Present tense: Yes/No Questions 
 

Be    Have   Drink/other verbs 
 
Am I   Do I have   Do I drink 
 
Are you   Do you have  Do you drink 
 
Is he    Does he have  Does he drink 
Is she   Does she have  Does she drink 
Is it    Does it have  Does it drink 
 
Are we   Do we have  Do we drink 
Are they   Do they have  Do they drink 
 
Examples 
 
Am I a woman?  Do I have a daughter? Do I drink coffee every morning? 
Are you tall?  Do you have a Frisbee? Do you walk to school? 
Is he Iraqi?   Does he have two cars?    Does he drive to IRC? 
Is she happy?  Does she have two sisters?  Does she cook dinner at 8 p.m.? 
Is it new?   Does it have 3 tires? Does it go fast? 
Are we in class?  Do we have many friends?   Do we go to the park? 
Are they funny?  Do they have a garden? Do they study English? 
 
Write your own yes/no questions. 
Be 
I :    ___________________________________________________________? 
She:     ___________________________________________________________? 
They:    ___________________________________________________________? 
 
Have 
I :    __________________________________________________________? 
You:    ___________________________________________________________? 
He   ___________________________________________________________? 
 
Other 
I:   ___________________________________________________________? 
He:   ___________________________________________________________? 
We:   __________________________________________________________? 

Statements Worksheet 2/4
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Past tense:  Statements 
 

Be    Have   Stay / Drink / other verbs 
 
I was   I had   I stayed/  I drank 
 
You were   You had   You stayed/  You drank 
 
He was   He had   He stayed/  He drank 
She was   She had   She stayed/  She drank 
It was   It had   It stayed/  It drank 
  
We were   We had   We stayed/  We drank 
They were  They had   They stayed/  They drank 
 
Examples 
 
I was tired.   I had breakfast.  I drank coffee this morning. 
You were tall.  You had a Frisbee.  You walked to school. 
He was Iraqi.  He had two cars.  He drove to IRC. 
She was happy.  She had two sisters. She cooked dinner at 8 p.m. 
It was new.   It had 3 tires.  It went fast. 
We were in class.  We had many friends. We went to the park. 
They were funny.  They had a garden.  They studied English. 
 
Write your own statements. 
Be 
I _______________________________________________________________ 
She _____________________________________________________________ 
They ____________________________________________________________ 
 
Have 
I ________________________________________________________________ 
You _____________________________________________________________ 
He _______________________________________________________________ 
 
Other 
I _________________________________________________________________ 
He _______________________________________________________________ 
We _______________________________________________________________ 

Statements Worksheet 3/4
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Past tense: Yes/No Questions 
 

Be    Have   Stay/ Drink/other verbs 
 
Am I   Do I have   Do I drink 
 
Are you   Do you have  Do you drink 
 
Is he    Does he have  Does he drink 
Is she   Does she have  Does she drink 
Is it    Does it have  Does it drink 
 
Are we   Do we have  Do we drink 
Are they   Do they have  Do they drink 
 
Examples 
 
Was I tall?   Did I have a daughter? Did I drink coffee this morning? 
Were you tall?  Did you have a Frisbee? Did you walk to school? 
Was he Iraqi?  Did he have two cars?      Did he drive to IRC? 
Was she happy?  Did she have two sisters?  Did she cook dinner at 8 p.m.? 
Was it new?   Did it have 3 tires?  Did it go fast? 
Were we in class?  Did we have many friends?   Did we go to the park? 
Were they funny?  Did they have a garden? Did they study English? 
 
Write your own yes/no questions. 
Be 
I :    ___________________________________________________________? 
She:     ___________________________________________________________? 
They:    ___________________________________________________________? 
 
Have 
I :    __________________________________________________________? 
You:    ___________________________________________________________? 
He   ___________________________________________________________? 
 
Other 
I:   ___________________________________________________________? 
He:   ___________________________________________________________? 
We:   __________________________________________________________? 

Statements Worksheet 4/4
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1. After your lesson on discussing daily routines and answering “yes/no” and “do you” questions, line students 
up into two lines facing each other in a line A and line B. Select line A as the “questioners” and line B as the 
“answerers.” Line A will ask line B questions about their daily routine (a mix of general and yes/no questions 
using “do you”).  
 
2. The teacher will keep time, and every 1-2 minutes (depending on level), line B will rotate down one spot with 
the last student walking to the front of the line. Halfway through, have “questioners” and “answerers” switch 
tasks where line B will now ask questions and line A answers, but keep line B moving down the row. This 
activity can be done to music; when the teacher stops the music, the students switch partners. Have students 
also remember to practice their greetings at the beginning of each conversation. Give some example questions 
on the board that the questioners can pose or use the examples on the Questions: Present Tense Verbs 
Worksheet.

3. After moving through the entire line, have student volunteers demonstrate their questions and answers 
in front of the class. Check the accuracy of their responses. Be aware if the students are using appropriate 
language versus simply memorizing. 
 
 
 Sample Questions:
 Do you eat lunch every day?
 Do you go to the park?
 Do you drive a car?
 Do you study English on the weekends?
 Do you go to computer class on Mondays?
 What do you do on the weekends?
 What time do you go to bed?
 What do you do in your free time?
 What’s your daily routine?
 
 

Speed Meeting Activity 
Pose “Are you” and “Do you” questions
Respond to Yes and No questions, using different verbs
Begin to answer information questions: Who, What, 
Where, When, Why and How

Materials:
Questions: Present Tense Verbs

Week 3
Grammar / VESL

Return to VESL at a Glance
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1. Depending on the level of the students, pass out the appropriate Are You Hiring? Handouts. Introduce the 
script to the class and have them repeat and practice. Start incorporating the dialogue into your class each 
time students practice filling out sections of new applications.  

2. Practice different dialogues with different responses and tailor it to the students’ level. Encourage students to 
keep practicing the dialogue outside of the classroom by tasking them to bring in to class a job application that 
they requested from a business. 

Are You Hiring?
Ask for a job application from an employer or business

Materials:
Are You Hiring? Handouts
Whiteboard

Are you hiring? 
 

1.  Yes, we are hiring. 
You:  Hello.  Are you hiring?   
           Do you have any job openings?  
           Do you have any open positions? 
 

Employer:  Yes, we are.  We are looking for a ____________.  
             Yes, we do.   We are looking for a ____________.        position 
                            position 
 

You:  Can I have an application, please? 
       

Employer:  Yes, here you go. 
                              Sure, here you are. 
 

You:  Thank you.   Have a nice day. 
 

Employer:  Thank you.  You, too. 
 

 
2.  Yes, we are hiring.  (apply on-line) 
You:  Hello.  Are you hiring?   
           Do you have any job openings?  
           Do you have any open positions? 
 

Employer:  Yes, we are.  We are looking for a ____________.              
       Yes, we do.  We are looking for a ____________.        position 
             position 
 

You:  Can I have an application, please? 
 

Employer:  Sorry, you need to apply on-line. 
 

You:  Oh, ok.  Could you tell me the web address to use?   
 

Employer:  Sure, it’s __________________. 
                                                                                                           web address 
 

You:  Thank you.  Have a nice day. 
 

Employer:  Thank you.  You, too. 
 

Week 3
Job Application / VESL

Return to VESL at a Glance
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Questions: Present Tense Verbs

             
 

Questions: Present Tense Verbs   
 

Find a classmate who does these things.   
 
Question:  Do you____________________________? 
 
 
Do you:      Classmate’s Name 
 

 1.  get up before 6 a.m.?_______________________________________ 
 
 2.  wear glasses? ___________________________________________ 
 
 3.  study English at home? ____________________________________ 
 
 4.  have children? ___________________________________________ 
 
 5.  take a shower at night? ____________________________________ 
 
 7.  polish your fingernails? ____________________________________ 
 
 8.  go grocery shopping on Saturdays? ___________________________ 
 
 9.  like to sing?______________________________________________ 
 
 10.  ride the bus? ____________________________________________ 
 
 11.  speak English every day?  __________________________________               
  
 12.  exercise every day? _______________________________________    
 
 13.  drink tea in the morning? __________________________________            
 
 14.   go to bed before 11 p.m.? __________________________________ 
 
   15.   go to the library? ________________________________________ 
 
 16.   Question:_______________________________________________ 
         Classmate: _____________________________________________ 
 
 17.   Question: ______________________________________________ 
         Classmate: _____________________________________________ 
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Are you hiring? 
 

1.  Yes, we are hiring. 
You:  Hello.  Are you hiring?   
           Do you have any job openings?  
           Do you have any open positions? 
 

Employer:  Yes, we are.  We are looking for a ____________.  
             Yes, we do.   We are looking for a ____________.        position 
                            position 
 

You:  Can I have an application, please? 
       

Employer:  Yes, here you go. 
                              Sure, here you are. 
 

You:  Thank you.   Have a nice day. 
 

Employer:  Thank you.  You, too. 
 

 
2.  Yes, we are hiring.  (apply on-line) 
You:  Hello.  Are you hiring?   
           Do you have any job openings?  
           Do you have any open positions? 
 

Employer:  Yes, we are.  We are looking for a ____________.              
       Yes, we do.  We are looking for a ____________.        position 
             position 
 

You:  Can I have an application, please? 
 

Employer:  Sorry, you need to apply on-line. 
 

You:  Oh, ok.  Could you tell me the web address to use?   
 

Employer:  Sure, it’s __________________. 
                                                                                                           web address 
 

You:  Thank you.  Have a nice day. 
 

Employer:  Thank you.  You, too. 
 

Are you hiring? 
 

1.  No, we are not hiring. 
You:  Hello.  Are you hiring?   
           Do you have any job openings?  
           Do you have any open positions? 
 
Employer:  No, I’m sorry.  We aren’t hiring at this time. 
        
You:  Thank you anyway.  Here is my resume.  Please let me 
    know if you have any new openings.  Have a nice day. 
 
Employer:  Thanks.  You, too. 

 
 

2.  Yes, we are hiring, but not at this time. 
You:  Hello.  Are you hiring?   
           Do you have any job openings?  
           Do you have any open positions? 
 

Employer:  No, we aren’t hiring right now.  But, we will be                    
      hiring in about a month or so. 
        

You:  Oh, okay.  I’ll stop by again in a few weeks.  Who      
    should I talk to when I come back?   
 
Employee:  You can talk to our manager. 
 
You:  Okay.  Thank you.  Have a nice day.    
 
Employer:  You’re welcome.  You, too. 

Are You Hiring? Handouts 1/2
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Are you hiring? 
 

1.  No, we are not hiring. 
You:  Hello.  Are you hiring?   
           Do you have any job openings?  
           Do you have any open positions? 
 
Employer:  No, I’m sorry.  We aren’t hiring at this time. 
        
You:  Thank you anyway.  Here is my resume.  Please let me 
    know if you have any new openings.  Have a nice day. 
 
Employer:  Thanks.  You, too. 

 
 

2.  Yes, we are hiring, but not at this time. 
You:  Hello.  Are you hiring?   
           Do you have any job openings?  
           Do you have any open positions? 
 

Employer:  No, we aren’t hiring right now.  But, we will be                    
      hiring in about a month or so. 
        

You:  Oh, okay.  I’ll stop by again in a few weeks.  Who      
    should I talk to when I come back?   
 
Employee:  You can talk to our manager. 
 
You:  Okay.  Thank you.  Have a nice day.    
 
Employer:  You’re welcome.  You, too. 

Are You Hiring? Handouts 2/2
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1. Introduce the following vocabulary on the whiteboard:
  
 Available
 Availability 
 From/To

2. Pass out the Joe Mendez Schedule or draw a fake schedule with appointments and free time on the board. 
Using the schedule, write statements on the board: 
 
 Joe is available on Tuesday at 10 am.
 Joe is not available on Tuesday at 4 pm.
 Joe is available on Tuesday from 9 am to 4 pm.

3. Using the key vocabulary, ask the students, “What is Joe’s availability on Wednesday?” Continue to use the 
vocabulary and ask the students more questions about Joe’s schedule. Once the students have a good grasp 
on the vocabulary, have them write down their own schedule. Pair the students up and have them practice 
asking and answering availability questions.

4. Distribute a fake application and have students fill out the availability section, using their schedules. 
Throughout the week have the students fill out the availability section for different applications so they can 
become familiar with different formats. 

5. Have the students refer to their applications or schedules while you ask, “Who is available (insert date/
time)?” Those who are can raise their hands and respond, “I am available.” Be sure to circulate and ask 
students the question one-on-one.

Availability Section 
Understand Key Vocabulary in the Availability section of 
a job application
Fill out the Availability section of a job application

Materials:
Joe Mendez’s Schedule
Whiteboard
Fake Application: Availability

Week 3
Job Application / VESL

Return to VESL at a Glance
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Joe Mendez’s Schedule
	  

Free	  for	  lunch/coffee	  next	  week?	  	  
To:	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  Chris	  Williams	  

From:	  	  	  	  	  	  	  	  	  	  	  	  Joe	  Mendez	  

Subject:	  	  	  	  	  	  	  	  Free	  for	  lunch/coffee	  next	  week?	  

Dear	  Chris,	  	  
	  
We	  should	  catch	  up.	  Here’s	  my	  schedule	  for	  next	  week.	  Let	  me	  know	  what	  works	  
for	  you.	  
	  
My	  schedule	  is	  below.	  Thanks.	  
	  
-‐	  Joe	  
	  

PDT	   Mon	  7/29	   Tues	  7/30	   Wed	  7/31	   Thurs	  8/1	   Fri	  8/2	  
9:00am	   	   	   	   	   	  

	   	   	   	   	   	  

10:00am	   	   	   	   10:00pm-‐12:00pm	   	  

	   10:30am-‐11:30am	   	   	   BUSY	   	  

11:00am	   BUSY	   	   	   	   	  

	   	   	   	   	   	  

12:00pm	   	   	   12:00pm-‐1:00pm	   	   	  

	   	   	   BUSY	   	   	  

1:00pm	   	   	   	   	   	  

	   	   	   	   	   	  

2:00pm	   	   	   	   2:00pm-‐4:00pm	   2:00pm-‐4:15pm	  

	   	   	   	   BUSY	   BUSY	  

3:00pm	   	   	   	   	   	  

	   	   	   	   	   	  

4:00pm	   	   4:00pm-‐5:00pm	   	   	   	  

	   	   BUSY	   	   	   	  

5:00pm	   	   	   	   	   	  

	   	   	   	   	   	  

6:00pm	   	   	   	   	   	  
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Fake Application: Availability
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1. Review availability vocabulary from the application exercises. Introduce the question, “When can you start?” 
Explain the difference between “From/to” and to “start” a new job. Pass out the Availability Worksheet.

2. Have students fill in their schedules on the worksheet. Go over the questions together as a class on the 
board. Break students into pairs and have them practice asking and answering the questions based on their 
schedules. 

3. Teach the phrases “I can start anytime.” and “I am available anytime.” Be sure to explain that those phrases 
will be helpful in getting an entry level position. 

4. Open OPD to pages 150-151 to go over basic transportation. Have students review key vocabulary
 
 Car
 Train
 Plane
 Subway
 Bus
 Bicycle

5. As an activity, split the class into groups and have them find a classmate who
 
 Drives a car to class
 Takes the bus to class
 Walks to class
 Rides a bicycle to class
 Gets a ride to class 

 Students should identify their classmates by asking in the “Do you” form. 

6. Introduce the transportation Interview Questions 

 1. Do you have reliable transportation?
 2. Do you have a driver’s license?
 3. Do you have a car?

Availability & Transportation Questions 
Begin constructing responses to the “Availability” and “Transportation” 
questions

Materials:
Availability Worksheet 
OPD, pages 150-151 
Interview Questions

Week 3
Interview / VESL

Return to VESL at a Glance
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7. Provide some example answers 

 1. Do you have reliable transportation? Yes, I have reliable transportation. I take the bus.
 2. Do you have a driver’s license? Yes, I do. I can drive.
 3. Do you have a car? No, I don’t. But I can take the bus 

Be sure to explain that in an interview it is better to never just say “No.” or “I can’t” but to also offer an alternative 
or a solution. For example, “I don’t have a car, but I take the bus.”

8. Have students practice asking and answering the questions in pairs. 

Availability & Transportation Questions Continued
Begin constructing responses to the “Availability” and “Transportation” questions

Week 3
Interview / VESL

Return to VESL at a Glance



159
IRC in San Diego

Availability Worksheet
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Interview Questions

Interview Questions 
 

Questions 1, 2, 3 are all very similar.   If you ask one, decide whether you need to ask the others. 
 
1. Tell me about yourself.   
 
 
2. What is your previous work experience?   
 What was your last job?   

What work did you do on your last job? 
 What work did you do before? 
 
 
3. Why should we hire you?   
 
 
4. What are your strengths and weaknesses?  (if they already talked about strengths, just ask about weaknesses) 
 Tell me 3 strengths and 3 weaknesses. 
 
 
5. What is your availability? (it can mean either start date or days can work; try to get both if you want) 
 When can you start?   When can you work?  What days can you work? 
 (other related questions:  Can you work on the weekends?  At night?  Are you flexible?) 
 
 
6. Do you have reliable transportation? 
 How will you get to work?  Do you have a car? 
 
 
7. Who referred you? 
  
 
 
9. What are your goals? 
 What do you want to do in the future? 
 
 
 
10.  Do you have any questions? (They should have at least 1 – 2 questions.) 
 
  
 
For students who answer the above questions with relative ease 
 
11. What does customer service mean to you? 
 What is good customer service? 
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Telephone Call Activity
Receive and politely respond to a phone call regarding
an interview 
Complete Phone Call Worksheet B

Materials:
Two telephones
Phone Call Worksheet B

1. Review the Phone Dialogue Handout. This is a continuation of the activity from Week 2 if you were able to 
cover dates and times.  Pass out the Phone Call Worksheet B. Explain that students should circle and write in 
the information they hear on their call.  Also go over the sentences to politely ask for clarification.  
 
2. Repeat the set up from Week 2 and call the students in the classroom. Read the script, having the students 
listen and try to pick up key phrases. If the students need you to repeat information, they should use the key 
phrases that they practiced earlier, which are also on the worksheet. Allow students to translate and write the 
phrases in their native language if it is easier for them. The main focus should be on comprehension. As you 
continue this activity over the program, be sure to be aware of students using appropriate language versus 
repeating the dialogue from memory. An example dialogue: 

 Hello, this is Mary. I’m the employment manager for Chipotle. I’m calling you about the dishwasher 
position that you applied for with us. Are you available to come for an interview on Tuesday at 5 pm? Our 
address is 605 Fletcher Parkway, El Cajon. 

Week 3
Phone Call / VESL

Return to VESL at a Glance
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A Call About An Interview  - 1 
 

1. Caller’s name 
I’m sorry.  Could you repeat your name, please?  How do you spell that? 
 Shelly, the store manager   
 Mary, the employment manager 
 Bethany, a manager 
 Denise, a human resources manager 
 Ana, the hiring manager 
 

2. Company 
Excuse me. Could you repeat the name of your company, please?   
 Chipotle 
 Foodland 
 Walmart 
 Ace Parking 
 Hilton Delmar 
 U.S. Security 
 Subway 
 

3. Position 
I’m sorry. Could you repeat the position, please? 
 parking lot attendant        
 dishwasher        
 room attendant       
 stocker        
 cashier         
 security guard       
 crew member       
 server           
 

4. Interview date and time  
Excuse me. Could you repeat the date and time, please? 
 On ______________________ at __________________ 
 

5. Company’s address 
I’m sorry.  Could you repeat the address, please? 
 390 W Main St, El Cajon   
 1099 E Main St, El Cajon 
 605 Fletcher Parkway, El Cajon 
 3880 Greenwood St, Spring Valley  
 645 Ash St, San Diego   

Phone Call Worksheet B
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The goal of Week 3 WRT classes 
are to help students gain a deeper 
understanding of American work 
culture. Classes emphasize the 
importance of being on time at work 
and completing tasks in a timely 
manner as well as the concept of 
customer service. Students have 
a chance to think through what 
customer service means, what 
behaviors employers are looking 
for, and how customer service skills 
are used in nearly all jobs. Review 
the Employment Glossary used 
in VESL, to ensure that students 
understand the set of terms they 
were introduced to during VESL.

Week 3
WRT Learning Objectives

American Work Culture
Comprehend the importance of time in the US 
Understand of the concept of “customer service”

Employment Vocabulary 
Review important definitions and knowledge of job application 
vocabulary

Resumé 
Understand the sections of their own resumé

Return to Table of Contents
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American Work Culture Presentation
Comprehend the importance of time in the US 
Understand the concept of “customer service” 

Materials:
PowerPoint
Time Handout 
Employment Glossary (Week 2) 
99 Cents Store Application

1. The goal of Week 3 is to help students gain a deeper understanding of American work culture. Using a 
PowerPoint, go over American work culture. Key points to emphasize include the great importance of time 
in American culture. Employers will expect students to be on time arriving to work and completing their work 
tasks. Since time is a fluid concept in many cultures, ensure students understand time relates to respect and 
being a good employee in the US. During this portion of the presentation, hand out the Time Handout for 
students to keep as a reminder.

2. Another point to concentrate on is the concept of customer service and Americans’ expectations for it in a 
business. Students can use this week to start thinking through what customer service means, what behaviors 
employers are looking for and how customer service skills are used in most jobs.   
 
3. To reinforce the lessons students are learning in VESL, review the Employment Glossary (passed out in 
Week 2 VESL class), to ensure that students have a firm comprehension on the vocabulary. In conjunction with 
the Employment Glossary, pass out the 99 Cents Store Application to illustrate to students how the vocabulary 
fits into an application. Have the students find mistakes in the application and explain why it is incorrect.

Example PowerPoint WRT Week 3:

2

From Harm to Home | Rescue.org

American Work Culture
• What is your impression of American work 

culture?
• What was the work culture like in your home 

country?
• What do you think is most valuable to American 

employers?

Slide 1

3

From Harm to Home | Rescue.org

American Work Culture

• Time
• Value
• Customer Service

Slide 2

Week 3
Work Culture / WRT

Return to WRT at a Glance
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4

From Harm to Home | Rescue.org

Time

Time is very important in America 
Always be exactly on time- it shows 

how much you care about the job
Write down all your appointments and 

interviews
If you are just 5 minutes late to the 

interview, you will not get the job
If you arrive late to work, there will be 

consequences

5

From Harm to Home | Rescue.org

Time at Work

• You are required to 
keep track of the time 
you work

• You “clock-in” or 
“punch in” every day

• You must be 
punctual. Being late 
is not acceptable 

6

From Harm to Home | Rescue.org

“Time is money”

7

From Harm to Home | Rescue.org

Customer Service
What does customer service mean to you?

In America, “people skills” are very important at 
work
• Training vs. Personality
• Many entry-level jobs work directly with 

customers – personality matters!
• “The customer is always right”

8

From Harm to Home | Rescue.org

First Impressions

9

From Harm to Home | Rescue.org

Employment Glossary

Refer to the Employment Glossary as it is a list of 
terms that you will need to learn to help you find 
a job

Study this list and try to memorize the words

Study and practice at home!!!

Example PowerPoint WRT Week 3 1/2

Slide 4Slide 3

Slide 5 Slide 6

Slide 7 Slide 8



166
IRC in San Diego

10

From Harm to Home | Rescue.org

Use the Employment Glossary, Your 
Resume, and the Job Application to 
Identify Key Job Application 
Components

11

From Harm to Home | Rescue.org

Work on Resumes

Slide 10Slide 9

Example PowerPoint WRT Week 3 2/2
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T I M E 
 

¥ Time is VERY important in America   

   في أأميیرركا جددااً االووقتت مهھمم  ¥

¥ Always be EXACTLY on time 

ً ااحضرر دداائماً في االمووعدد االمحدددد  ¥ تماما  

¥ Write down all your appointments and interviews 

نن خططيیاً كافة مووااعيیددكك وومقابالتكك ¥ ددووِّ  

¥ If you are late to the interview, you will not get the job 

إإذذاا تأخررتت عنن مووعدد االمقابلة٬، فلنن تحصلل على االعملل ¥  

¥ If you are late to work, you will get fired 

إإذذاا تأخررتت عنن االعملل٬، فسيیتمم ططررددكك ¥  

¥ You are required to keep track of your time at work 

عليیكك ااالحتفاظظ بسجلل لساعاتت عملكك ¥  

 

 
 

Time Handout 1/2
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Time Handout 2/2

¥ You “clock-in” or “punch in” every day 

ً على م" ليیعتَ االاالوقت" أأوو " سجيیلعليیك "ت ¥ بطاقة االعمل يیوميیا  

¥ You must be on time, being late is not acceptable  

  عليیكك االقددوومم في االووقتت االمحدددد٬، االتأخيیرر غيیرر مقبوولل ¥

¥ Start using a calendar and schedule your days 

نن مووااعيیددكك االيیووميیة ددفترراابددأأ باستخدداامم  ¥ للمووااعيیدد ووددووِّ  
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Now	  hiring:	  	  STOCKER	  
	  

99¢	  Store	  Application	  	  
APPLICANT INFORMATION 

Last	  Name	   Gayle	   First	   Obrecht	   M.I.	  	  S.	   Date	   26/2/2014	  

Street	  Address	   Marbella	  Cir.	   Apt/Unit	   	  

City	   San	  Diego	   State	   MI	   ZIP	   619	  

Phone	   808-‐7130	   Email	  Address	   Gayle.obrecht@	  

Date	  Available	   2/27/2014	   Social	  Security	  	   NO	   Pay	  Desired	  
payry	  

$15/hr.	  

Position	  Applied	  
for	  

VESL	  teacher	  

Are	  you	  a	  citizen	  of	  the	  United	  
States?	  

YES	  	   	   NO	  	  X	   If	  no,	  are	  you	  authorized	  to	  work	  in	  
the	  U.S.?	  

YES	  	   	   NO	  	  X	  

Have	  you	  ever	  been	  convicted	  of	  a	  
felony?	  

YES	  	  X	   NO	  	   	   If	  yes,	  
explain	  

	  

	  

	  

	  

	  

Date	  Available:	  	  X/XX/14	  	  	  or	  	  ASAP	  	  or	  	  ANYTIME	  	  	  

Pay	  desired:	  	  	  $8/hr	  

Position	  applied	  for:	  	  	  	  

Are	  you	  a	  citizen	  of	  the	  United	  States?	  	  	  	  	  	  	  	  	  NO	  	  	  	  

If	  no,	  are	  you	  authorized	  to	  work	  in	  the	  U.S.?	  	  	  	  	  	  	  	  YES	  	  	  	  

Have	  you	  ever	  been	  convicted	  of	  a	  felony?	  	  	  	  	  	  NO	  	  	  

99 Cents Store Application
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1. This activity will help students conceptualize “work history” for both the interview and the application. 
Distribute the worksheet and have students take out their resumés and the Personal Qualities & Strengths 
Handout (from the VESL class).

2. The first page on the worksheet is an example. Go over the model with the students. Explain the middle 
circle is what they used to do. The outer circle is for their responsibilities and skills. Be sure to point out that the 
students’ former responsibilities is in past tense, but their skills are in present tense. 

3. Have students work on the second page, filling in their own answers: 
  
 For the I_____ circles, students write (main) simple past verb about their past work.
  
 For the I _____ and _____ circle, students select adjectives from the Personal Qualities &  
 Strengths Handout. This sentence might be expanded, depending on students’ level. 
  
 For I have customer service skills circle, have students use a similar sentence because  
 customer service skills are crucial for all kinds of job as students have learned.

Students can share their answers with the class. Encourage them to practice and incorporate these sentences 
into interview responses. 

Talking About Job History Activity  
Review important definitions and knowledge of job application 
vocabulary 
Understand sections of their own resumé 

Materials:
Talking About Job History Worksheet
Students’ Resumés 
Personal Qualities & Strengths Handout

Week 3
Employment Vocab & Resumé | WRT

Return to WRT at a Glance
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I w
as an auto repairm

an 
for 5 years , in Iraq  

I repaired 
car engines   

I sold auto 
spare parts  

I have good 
cutom

er 
service 
skills  

I am
 quick, 

honest and 
a hard 

w
orker.  

Talking About Job History Worksheet 1/2
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I w
as a(n) ________ 

for _____ year(s), in 
_____.  

I 	  __________. 

I __________. 

I have good 
custom

er 
service skills  

I am
 _______ 

and _______.  

Talking About Job History Worksheet 2/2
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The Week 3 FL class introduces 
the students to the US banking 
system. Last week the students 
learned how to make a family 
budget. This week will illustrate how 
establishing a bank account and 
understanding banking are also 
critical components to budgeting 
and managing finances. Some 
students may rely on cash and 
money orders, or have limited 
banking experience, so this week’s 
lesson is essential. Students will 
need to know how to open bank 
accounts, write checks, balance an 
account, make deposits and read 
bank statements. 

Week 3
FL Learning Objectives

Banking 
Understand the basic concepts of banking
Select a suitable bank because of location and services
Recognize the differences between checking and savings 
accounts
Identify the differences between debit cards and credit cards

Assessment
Complete a Banking Assessment
Fill out a deposit slip
Write a check
Balance a bank account

Return to Table of Contents
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Banking Presentation  
& Activities
Understand the basic concepts of banking
Select a suitable bank because of location and services
Recognize the differences between checking and savings 
accounts
Identify the differences between debit cards and credit cards

Notes for the presentation and class activities:  
 
Slide 5: Terms covered in the slide 
Minimum Balance: Some banks and credit unions require that you keep at least a certain amount of money 
in your account. If you have less money in your account, they will charge you a fee. The lower the minimum 
balance the better. 
Annual Fees: Different banks charge different amounts for opening an account. Some will be free while others 
will have an annual or monthly charge.
ATM Fees: Some banks will charge you for using their ATMs. If you try to use another bank’s ATM the fee will 
be higher.
Overdraft fee: If you try to take more money out of your account than you have in the bank, the bank will 
charge you a fee. 
 
Slides 9: Terms covered in the slide 
Interest rates: The bank will pay you for letting them use your money. The amount they pay you is an interest 
rate. Some types of savings accounts pay you more interest then others, so you can choose a bank with the 
highest interest rates.  
Terms: Certain types of accounts require the money to remain in the account. after deposit, for a certain 
amount of time; sometimes a month, sometimes a year, sometimes many years. If you try to take your money 
out before the term is over they will charge you a large fee. 
 
Slide 11 Class activity: Have students take out their IDs and find their home address. Remind them they need 
to prove they live at this address by showing a utilities bill or lease agreement. Pass out the Choosing a Bank 
Handout. Instruct the students that they can use the chart on the Choosing a Bank Handout, when visiting local 
banks to ask questions and record information. Later, they can use the chart to select the best bank. Before the 
end of the program, check in with students to follow up on their choices. 

Slides 12-14: Introduce the students to the practice and benefits of depositing money. Once they start 
receiving paychecks, unless they have direct deposit, they will need to visit the bank to add their earnings to 
their savings or checking account. Class activity: Pass out the Deposit Practice Worksheet and review the 
key vocabulary on a deposit form. Remind students that the form will not look the same at every bank, but once 
they learn the key vocabulary, they can fill out the forms. Have students complete the second page and review 
as a class.

Materials:
PowerPoint 
Choosing a Bank Handout 
Deposit Practice Worksheet 
Endorsing a Check Worksheet 
Check Skills Practice Worksheet 
Balancing a Checkbook Handout 

Week 3
Banking / FL

Return to FL at a Glance
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Banking Presentation & Activities Continued 

Slide 16 Class activity: After explaining the steps for endorsing a check when depositing money in an 
account, pass out and have the students complete the Endorsing a Check Worksheet. 

Slide 17: Students practiced writing checks in Week 1. Time permitting, have them practice writing a few 
checks with Check Skills Practice Worksheet. 

Slides 19-20: Explain the importance of tracking spending, the key vocabulary and how to balance a check 
book. Class Activity: Refer to the Balancing a Checkbook Handout, walking students through the steps. 
Review the key vocabulary needed to balance their checkbook. Have students complete the activity, recording 
various transactions and seeing if they can balance a list of expenses in their checkbooks. Allow the students 
to work in groups and review answers as a class. 
 
Slide 23: Facilitate class discussion on lesson. Sample questions on the Example PowerPoint.

Assessment 
Complete a Banking Assessment 
Fill out a deposit slip
Write a check
Balance a bank account 

Materials: 
Banking Assessment

1. After the presentation and activities, distribute the Banking Assessment. Have students complete it 
individually to measure their progress in Week 3 Financial Literacy’s learning objectives. 

 

VISA

1235  5678  91011  5555

JJ Smith  11/1/2018

Best Bank

001JJ Smith
123 Lane Drive
City, State

Receipt

Item 1   $10.50
Item 2    $5.00
Item 3   $45.00

Total    $60.50

Week 3
Banking & Assessment / FL

Return to FL at a Glance
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The Banking System 
 

   VESL is teaching you 
important skills in order 
to get a job. So now lets 
talk about what you do 
with your money once you 
have a job. 

      

Banks and Credit Unions 

Advantages of Banks and Credit 
Unions 

• Banks are businesses that provide a safe and easy 
place to keep your money.   

• Banks and Credit Unions are safe because the US 
government insures almost all of them.   

• Banks are easy because most have many different 
locations where you can get your money.   

• Banks can be cheap because, if you choose the right 
one, they will not charge you to open an account or get 
your money 
 

Types of Accounts 
     There are two main types of bank accounts we 

will talk about: Checking Accounts and  Savings 
Accounts.  

  
 

You should put 
money you use for 

day-to-day 
expenses in your 

checking account. 

You should put 
money you do not 
need right away in 
a savings account. 

Checking Accounts  

   Checking Accounts should be used for 
money that you need access to every day.   
 

Rent  Food  Bills 

Choosing a Checking Account 

Before you choose a checking account 
you should compare:  

• Minimum Balance 
• Fees: 

–Annual Fees 
–ATM Fees 
–Overdraft Fee 

• Number of Transactions 
 
 

Overdraft Protection 

• An overdraft occurs when withdrawals from a 
bank account exceed the available balance . This 
causes the account to go into a negative balance. 

• Overdraft protection is a service to help you 
prevent returned checks and overdrafts on your 
checking account. With overdraft protection, 
available funds from one of your accounts is 
transferred to your checking account if you 
should overdraw your account. 
 

Example PowerPoint FL Week 3 1/4

Slide 2Slide 1

Slide 3 Slide 4

Slide 5 Slide 6
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Debit versus Credit Cards 

• Debit cards take money 
from your checking or 
savings account to pay 
for your purchase.  

• Credit cards access your 
line of credit from the 
bank or organization 
that issued your card. 
Each purchase is 
essentially a loan that 
you repay later.  
 

Savings Accounts  

    A savings account is a place to keep your 
money for the future.   

Choosing a Savings Account  
There are different types of savings accounts.   

 
A few things to consider when deciding what savings account is 

best for you:  
• The Interest Rate 
• Minimum Balance 
• Fees: 

– Annual Fees 
– ATM Fees 
– Overdraft Fee 

• Terms and Conditions 

Banking Skills 
Opening an Account 
 
• Before you open any kind of bank or credit union account you 

should make sure the account is right for you.  You should 
know: 

• The interest rate: You should shop around for the highest 
interest rate you can find. 

• Minimum balance:  Remember, a minimum balance is the 
smallest amount of money you are allowed to have in the bank.   

• Fees: Some banks charge fees to open an account.  Others 
charge fees every month.   

• Number of Transactions: Some banks only allow you to write 
a certain number of checks or make a certain number of 
withdraws per month.  
 

Opening an Account 

     To open an account, you should go to the bank and talk 
with a teller.  When you go all you need to bring is: 

•   Your Social Security Card  

•   Two forms of ID (at least one with your 
picture on it, some banks require two photo 
IDs) 

•    Proof of your address  
     (a recent bill will be enough)  

Depositing Money in Your Account 
 

 
• Remember, if you are not sure how to complete a 

form, the teller is there to answer your questions. 
• Deposit Slips  To deposit money you will have to fill 

out a deposit slip. 
 

 

Example PowerPoint FL Week 3 2/4

Slide 8Slide 7

Slide 9 Slide 10

Slide 11 Slide 12
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Deposit Slips 
 
Deposit Slips 

 
Deposit Slip Example 

9/09/09  x 

1  0   1   0  1   0   1  0   3 

John Doe 
123 East Ave. San Diego CA 

John Doe 

100 00 

50  00 

0  00 
150   00 

150   00 

Direct Deposit 

• Many people find it easiest to get their paycheck as a direct deposit.  
• This is set up through your employer and does require additional 

forms to be filled out. 
• Here are some benefits of direct deposit: 

– You don’t have to worry about your paycheck getting lost or stolen.  
– Your money is deposited into your account the day you get paid, so 

you don’t have to worry if you can’t make it to the bank.  
– It is quick and you don’t have to go the bank every payday.  

 

Current Balance vs. Available Balance 

• Current Balance: This is the amount that is still in your account 
because a check or purchase hasn't been taken out of your 
account.  

• Available Balance: This is how much money you have in your 
account and can spend. You want to pay more attention to 
Available Balance, because if you don’t you could overdraft.  
 

Endorsing Checks 
 

When you deposit a check in the bank that is made out to 
you, you have to sign it on the back so the bank knows it 
was you. This is called endorsing  a check.   

•BE CAREFUL!  Once the check has been signed anyone 
can cash it, so wait until you are at the bank to sign it! 

•Sign only where it reads “Endorse here”. 
•Sign your name exactly as it appears on the “Pay to the Order Of” 
line on the front of the check.   
•If you want to deposit the check, write “For Deposit Only” above 
your signature and put your account number under your 
signature. 
•If you want to sign the check over to someone else, write “Pay to 
the Order Of” and the name of the person you want to make the 
check payable to.  Then sign your name underneath it. 

Writing Checks 
• When you write a check to somebody it is almost the same thing as giving him or her 

cash.  When they bring your check to their bank the money will be taken from your 
account.  This process can take anywhere from one day to a week. 

 The bank will 
put your name 

and address 
here. 

You write the 
name of the 

person you are 
paying here. 

You write the 
date you are 
writing the 
check here. The bank will put the 

check number here. 
Each check has a 
different number 
starting with 1. 

You write the 
amount of the 

check in 
numbers here.  

You sign the 
check here. 

You can write a short 
note about what the 

check is for. If you are 
paying a bill write your 
account number for that 

bill. 
You write the amount of the check in words 

here.  You may abbreviate the cents you owe. 
For example you can write 40/100.  After 

writing the amount, draw a line to the end so 
nobody can change what you have written.  

Cox Communication 

09/09/09 

100.40 
One hundred dollars and 40/100 

Telephone Bill John Doe 

Withdrawing Cash 

• There are two other ways you can take money out of your account. 
1. You can go to the bank branch and ask the teller to take money out of your 

account for you. 
2. If you do not want to wait on line or if you cannot get to the bank you can 

use an Automatic Teller Machine.  They are also called ATMs.  Beware 
though there are some problems with ATMS:  
 Having such easy access to your money may let you buy things that you 

don’t really need. 
 
 

 

    Each ATM belongs to a bank.  If you use an ATM 
that is not from your bank they will charge you $2 
or $3 to use the machine. Your bank may also 
charge you a fee for using someone else's ATM. 

Example PowerPoint FL Week 3 3/4

Slide 14Slide 13

Slide 15 Slide 16

Slide 17 Slide 18
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Balancing Your Checkbook 
 

• If you have a checking account 
the amount in your account will 
change a lot over the course of 
the month. 

• Keeping track of how much 
money is in your account is 
called balancing your 
checkbook.  

• If you do write a check for more 
money than you have in the 
bank it is called bouncing a 
check. If you bounce a check the 
bank will charge you an extra 
fee 

 
 

How to Balance Your Checkbook 

Number Date Transaction Description Payment/Debit Deposit/Credit Balance 

To keep track of your checks, deposits, and withdrawals use the check register 
that comes with your checks. To use the check register, follow these steps:  

If you are 
recording a 
check put 
the check 
number 

here. 

Write the 
date here. 

Write a one or two word 
description of who you 
wrote the check to, why 
you took money out or 

put money into your 
account. 

Write the amount of 
money you are taking out 

of your account here.  
Remember to include 

checks and when you get 
cash at the ATM or bank 
teller. Only money going 
out goes in this column. 

Write the amount of 
any deposits you are 

making to your 
account here. Only 

money going in goes 
in this column. 

Write the amount you 
actually have in your 
account in the gray 
column.  Then write 
the amount you are 

adding or taking away 
in the white part.  Add 

or subtract that 
amount to find your 

new balance.    

101       9/09          Electric Bill                         -100.00                                  400.00 
             13/09          Deposit                                                           +50.00       450.00 

             9/09              Balance                                                                        500.00 

Bank Statement 

Every month you will receive a bank 
statement that is a summary of what 
happened in your account.  You should 
look at this summary and your 
checkbook and make sure you agree 
with everything that is on the 
statement. 
Remember, it may take a few days 
for the person you have given a 
check to bring it to his or her bank.  

Record Keeping 

• Remember to keep records of you spending 
and bank transactions. 

• Keeping detailed records will help you when 
filing taxes! 

Discussion Questions 

1. Do you already have an idea which bank in 
your neighborhood you’d like to use? If so, 
why? 

2. Will you keep most of your money in your 
checking account or savings account? 

3. Will you make most of your purchases with a 
debit or credit card? 

4. Do you feel comfortable communicating with 
the tellers at the bank? 

Example PowerPoint FL Week 3 4/4 

Slide 20Slide 19
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Choosing a Bank Handout 1/2
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Choosing a Bank Handout 2/2
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Deposit Practice Worksheet 1/2
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Deposit Practice Worksheet 2/2
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Endorsing a Check Worksheet
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Check Skills Practice Worksheet
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How To Balance Your Check Book
 To keep track of your checks, deposits, and withdrawals, use the check register that 
comes with your checks. To use the check register, follow these steps:

 1) If you are writing a check, write the check number first.
 2) Write the date.
 3) Write a brief description of what you did. If you are taking money out of your 
account, write who you paid or what the money was for (rent, clothing, food). If you are 
adding money to your account, write where the money came from (paycheck, gift).
 4) If you are taking money out of your account, or writing a check, put the amount in 
the “Payment/Debit” column.
 5) If you are adding money to your account, put the amount in the “Deposit/Credit” 
column.
 6) Write the amount of the decrease or increase in the last column. Subtract or add 
the amount to the balance and put the new balance on the next line.

Number Date Transaction Description Payment/Debit Deposit/Credit Balance

If you are 
recording a 
check, put 
the check 

number here.

Write the 
date here.

Write a one or two word 
description of who you 

wrote the check to or why 
you took money out or put 
money into your account.

Write the amount of money you are 
taking out of your account here. 

Remember to include checks, and 
when you get cash at the ATM or 
bank teller. Only money going out 

goes in this column.

Write the amount you 
actually have in your account 
in the gray row. Then write 

the amount you are adding or 
taking away in the white part. 
Add or subtract that amount 

to find your new balance.

Write the amount of 
any deposits you are 

making to your 
account here. Only 

money going in goes 
in this column.

Balancing a Checkbook Handout 1/2
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Balancing a Checkbook Handout 2/2
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1 
 

1 
 

Part II: Banking Assessment 

1. Please match the following definitions with the number of the correct term on the right: 

A. The act of putting money into your bank account ____ 

 العملية التي تودع مبلغ في حسابك في البنك

1. Current Balance 

حسابك الجاري -1  

 

B. The fee a bank charges when customers try to write a check 
for more money than they have in their account. The bank does 
not allow the check to go through. ____ 

البنك يعطيك غرامة عندما الشخص الذي يكتب صك اكبر من المبلغ الموجود في 
يسم  بصر  الجيكالبنك ال. حسابه في البنك  

2. Available Balance 

 

الحساب الحالي-2  

 

C. The amount of money in an account that the bank will let the 
account holder use. ____ 

 

3. Minimum Balance 

مبلغ في حسابكاقل -3  

 

D. The fee the bank may charge for using an ATM machine that 
doesn’t belong to that bank. ____ 

البنك يعطيك غرامة الستعمال ماكنة اي تي ام التي ليست تابعة للبنك الذي تنتمي 
 اليه

4. Overdraft fees 

غرامة فوق الحد-4  

 

 

E. The act of taking money out of your account. ____ 

 العملية التي تاخذ مبلغ من حسابك في البنك

5. Deposit/credit 

ايداع مبلغ/تامينات -5  

 

F. A card that you can use to withdraw money at an ATM or that 
you can use at the store. Payments are made directly from your 
account. ____ 

يمكن  الكارت الذي.الكارت الذي ممكن استخدامه لحسب مبلغ من ماكنة اي تي ام 
حسابك من البنكان تدفع مباشراً من   

6. Withdrawal/debit 

 

سحب مبلغ-6  

 

G. The smallest amount of money you can keep in your account 
without paying a monthly fee. ____ 

 

ممكن ان تحتفظ به في حسابك بدون دفع اي غرامة شهريةمن الاقل قيمة مبلغ   

 

 

7. Debit Card 

 

حسابك في البنك في كارت-7  
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H. The amount of money in an account according to bank 
records. ____ 

 المبلغ الموجود في حسابك المسجل في البنك

8. Direct Deposit 

المبلغ المحول مباشراُ الى حسابك -8
 في البنك

 

 

I. Allows companies to deduct the payment you owe them  

automatically from your bank account. ____ 

 السماح للشركات الستقطاع المبلغ الي يجب دفعه اوتوماتكي من حسابك في البنك

 

9. ATM Fees 

 

 ماكنة اي تي ام

 

J. A service that allows customers to have payments deposited 
directly into their bank accounts. ____ 

تسم  للشخص بدفع الفواتير مباشراً الى حساب  الخدمة التي يمنحها البنك التي
 الشركات الخاصة بهذه الفاتير

10. Auto Debit 

 الدفع االوتوماتيكي

 

 

K. The fee a bank charges if customers spend more money than 
they have in their accounts. The bank allows the charge to go 
through. ____ 

 

11. Non Sufficient Funds 
(NSF) Fee 

 اموال غير كافية

 

البنك يسم  الغرامة تكون عن . الغرامة التي يعطيها البنك للشخص اذا الشحص صر  مبلغ اكثر من المبلغ في حسابه في البنك
....طريق  
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2. Please fill out the deposit slip below as if you are depositing $450 into your account. Your account 
number is 579-246801 

 575-246841: ورقم حسابك . دوالر الى حسابك 454الرجاء املي الشكل التالي اذا ادعت ملبغ قدرة 

 

 

 

 

 

 

 

 

 

 

 

 

  

 Subtotal 

 Less Cash 

 Back 

Checking or Savings Account Number 

 

  Deposit (check one):      Checking        Saving   Checks 

        Cash 

Total 

Date 

Name: 

Address: 

Signature
: 
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3. Please fill out the check below to pay for this San Diego Gas and Electric bill. Your account number 
is 323 567904. The date is March 15: 

 323567544رقم حساب   .الرجاء املي الجيك التالي لدفع قائمة لدائرة الكهرباء

 

 

Banking Assessment 4/6



192
IRC in San Diego

5 
 

5 
 

 

4. Please record the following transactions on the transaction register below. The account has a 
starting balance of $1000. 

 A check for $33.48 mailed to San Diego Gas and Electric on March 15th. 
 A deposit of $500 from your paycheck on March 16th. 
 A withdrawal of $20 in cash from the ATM on March 17th  

 

5. What is your final balance on March 17th? 
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6. Please answer the following true false questions. 

A. When I use a debit card, I am spending money directly from my bank account. True False 

 ال نعم  انا اصر  مبلغ مباشرا من حسابي في البنك ستعمل الدبت كارت، اعندما  -أ

 

B. When I use a credit card, I am borrowing money True False 

 ال نعم     عندما استعمل الكردت كارت، انا استعير مبلغ  -ب

 

C. It is possible to withdraw more money than I have in my bank account True False 

 ال نعم   من الممكن ان اسحب الكثير من المبلغ عن المبلغ الذي املكه في البنك -ج

 

D. If I withdraw more money than I have in my account, I will pay the bank a fee True False 

   ال نعم  اذا سحبت مبلغ اكثر من المبلغ الذي في حسابي، سو  ادفع غرامة البنك -د
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Week 3
CL Learning Objectives

Internet 
Name different Internet browsers 
Know important vocabulary on a browser’s interface 
Understand the functions of browser buttons 
Practice safe Internet search habits

Email
Set up an email account 
Become familiar with an email interface 
Understand how to send and receive messages and maintain 
an inbox 
Attach their resumé to an email and send it to their 
Employment Specialist and to themselves

Return to Table of Contents

The goal of Week 3 is to increase 
students’ knowledge of computers 
and the various types of software 
they will use. They will learn what 
an Internet browser is, which ones 
to use, and how to use them to 
search for information. Additionally, 
students will learn safe Internet 
browsing habits, as not to give 
away personal information or 
data. Students will also learn 
how to set up an email account, 
with which to communicate with 
potential employers and sign up for 
accounts on job-hunting websites. 
By the end of Week 3, students 
should be familiar with their 
email account, be able to send 
and receive emails, and attach 
important documents to emails.
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Basic Internet and Email 

 
Web Browsers 

Web Browser: A web browser is a software  
program that allows you to view websites.  
 
 

    
Internet Explorer  Mozilla Firefox  Google Chrome  Safari  

 

Terminology 
 

 
Back Button: Returns you to  
the previous page. 
 

 
Forward Button: Returns you to the  
page before you hit the “Back Button.” 
 

 
Address Bar: Is where you type web addresses. 
 

 
Search Bar: Uses your default search engine to  
search for web pages, images, information, etc. 

البريد اإللكترونيواإلنترنت أساسيات في   

.عرض المواقع يسمح لك هو برنامج متصفح الويب  

 متصفحات الويب
 

 
. سابقة للصفحة التي أنت بها ينقلك إلى صفحة : Back Button 

 
 

 
".العودةزر " قبل أن تنقر صفحةال ينقلك إلى:  Forward Button  

 
 

 
. عناوين الويب كتب فيهي هو المكان الذي:  Address Bar  

 

 
والصور  صفحات الويب للبحث عن محرك البحث االفتراضييستخدم : 

. المعلومات، الخو Search Bar  
 

 المصطلحات
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Home Button: Brings you to your homepage. 
 

 
File Menu: Were you can access  
different things such as printing, settings, etc. 
 

 
Tab: Tabs are useful because they allow  
you to group web pages together without  
having to fill up your taskbar with  
many web browsers. 
 

 
New Tab Button:  Opens a new tab. 
 

 
Bookmarks Button:  Brings up  
your bookmarks, saved web pages. 
 

 
Reload Button: Reload your webpage. 
 

 
Bookmark Add Star: If it is a gold star,  
then this web page is added to your  
bookmarks.  If it is a white star,  
then click on the star to turn it gold  
and it will be added as one of your  
favorite pages.  
 
 
 
 
 

 
. إلى الصفحة الرئيسية يجلبك:  Home Button  

 
 

 
. ، وإعدادات، الخمثل الطباعة أشياء مختلفة يمكنك الوصول إلىحيث :  File Menu  

 
 

 Tab 
 دون الحاجة إلى مًعا صفحات الويبترتيب  تسمح لك ألنها مفيدة عالمات التبويب: 

. العديد من متصفحات الويب الخاصة بك مع ملء المهام  
 
 

 
. عالمة تبويب جديدةفتح :  New Tab Button  

 

 
. صفحات الويب المحفوظة ،قائمة العناوين إحضار:  Bookmarks Button  

 
 
 

 
. صفحة الويب الخاصة بك تحديث:  Reload Button 

 
 

Bookmark Add Star  
 إلى على شبكة اإلنترنت هذه الصفحة يدل على إضافةذلك  ذهبية اللون نجمةإذا كانت ال: 

الى اللون  لتحويلها النجمة علىبيضاء اللون فعليك بالنقر اذا كانت النجمة. المواقع المفضلة لديك
.المفضلة لديك من الصفحات على انها واحدةستضاف الذهبي و  
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Going to a website 
1. Click on the “Address Bar” 
2. Type in the web address of the  

website you want to visit 
3. Hit the [Enter] key 
4. Or click on the green arrow  

 
 

 
 
 
Search Engines 
Search Engines: A computer program that  
searches the contents of web pages. The  
information within website is organized by  
keywords so that users can find what they  
are looking for. 
 

  

  
 
  

موقع على شبكة اإلنترنت الذهاب الى  

".شريط العنوان"انقر على  .1   
.تريد زيارتهالذي  لموقعا عنوان الويب اكتب في .2  
[.أدخل]أنقر مفتاح  .3  
.السهم األخضر نقر علىأ أو .4  

 

 محركات البحث
 Search Engines صفحات  محتويات يبحث في الكمبيوتر والذيبرنامج ب: 

بحيث  عن طريق الكلمات الرئيسية الموقع في المعلومات ويتم تنظيم. الويب
.يبحثون عنه العثور على ما يمكن للمستخدمين  
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Terminology 
 
Search Results: These are the web pages that may contain the information that you are looking for. 
 
 
Image Results: Gives you images of what you are looking for if it has images of course. 
 
 
Advertisements: These are ads are based off of your search results.  You shouldn’t click on these.  
 
 
Filters: Filters are used to narrow down your search 
 
 
Toolbar: Allows you to sign in to your Google account, use filter searches, and use Google applications.  
 
 
Related Searches: Google gives you suggested searches based off your current search. 
 
 
More Search Results: There may be 1,000,000+ results and they all will not fit on a single page so here 
you can move to the next page for more search results.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 المصطلحات

 

. كنت تبحث عنها المعلومات التي قد تحتوي على صفحات الويب التيهذه هي :  Search Results 
 

. (بالطبع صور إذا كان لديه)كنت تبحث عنها ما صورتمنحك :  Image Results 
 

.البحث لتضييق مرشحاتال وتستخدم:   Filters 
 

.تطبيقات كوكلحسابك لدى الكوكل، أستخدام مرشح البحث، إستخدام  إلى لتسجيل الدخوليسمح لك :   Toolbar 

.هؤالء الضغط على يجب عدم .نتائج البحث جاء فيما  القائمة قبالة اإلعالناتوهذه هي :   Advertisements 
 

More Search Results 
مزيد من نتائج لل إلى الصفحة التالية يمكنك االنتقال لذلك  على صفحة واحدة لن تجد لها مكانا وكلها ما يزيد عن المليون نتائجقد يكون هناك : 

.البحث  

 

 Image Results 
 

.يمنحك أقتراحات البحث و التي تعتمد على بحثك الحالي وكلك :  Related Searches 
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EMAIL 
Electronic Mail: Aka e-mail is just like the  
letters you receive in the mail.  You can  
send text, pictures, videos, and files through e-mail. 
 
1. Go to Google in your web browser by  

typing www.google.com in the address bar 
2. Click on “Sign in” 
3. Click on “Sign up for a new Google Account”  
 
4. Enter your First name 
5. Enter your Last name  

6. Enter the username that you  
wrote down  

7. Enter your password 
8. Enter the same password again,  

they should match  
 
9. Enter your Birth month by clicking the arrow  

and selecting your birth month 
10. Enter the day you were born 
11. Enter the year you were born 
12. Select your gender by clicking the arrow 
13. Enter your cell phone number  

EX: 555-555-5555 
14. If you have another e-mail address enter it  
 
15. Type the text that you see 
16. Make sure both boxes have a checkmark 
17. Click “Next step” 
 
18. Click “Next step” 
19. Click “Getting started” 
20. Click “Continue to the new look”  
 
 

 البريد اإللكتروني
التي تتلقاها  الرسائل هو تماما مثل البريد اإللكتروني: البريد االلكتروني

أشرطة الفيديو، النصوص والصور و يمكنك أن ترسل .البريد في
.عبر البريد اإللكتروني والملفات  

 
 

عن طريق  متصفح الويب الخاص بك إذهب إلى صفحة كوكل في .1
:في شريط العنوانما يلي  كتابة  

www.google.com 
".تسجيل"انقر على  .2  
".حساب جديد بالكوكلاالشتراك في "انقر على  .3  
 

.أدخل االسم األول .4  
.إدخال اسم العائلة .5  
 

.الذي كتبته هنا أدخل اسم المستخدم .6  
 
 

.ادخال كلمة السر .7  
.تتطابق، ينبغي أن هنا نفس كلمة السر أدخل .8  
 

 
.الميالد واختيارشهر بالنقر على السهم ميالدك شهر أدخل .9  

.ميالدك هنا يوم أدخل .11  
.أدخل سنة ميالدك هنا. 11  
.على السهم من خالل النقر جنسك حدد .12  
936-555-5555: إدخل رقم هاتفك الجوال مثلا : 31  
  .أدخله هنا عنوان بريد إلكتروني آخر إذا كان لديك: 31

 
 
 
 

.الذي تراه اكتب النص: 35  
.كال المربعين تأكد من وضع عالمة في :39  
".الخطوة التالية"على زر انقر : 17  

 
 

".الخطوة التالية"انقر على زر : 18  
"الشروع في العمل"انقر على : 19  
نظرة جديدة إلى متابعة"انقر على : 21  
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Terminology 

Inbox: Where you can read your e-mail.             لكترونياإل أين يمكنك قراءة األيميل: الصندوق.  
        
Folders:  Where your e-mail is sorted                                                          لكترونيأين تصنف األيميل أإل: الفايالت  
 
Toolbar: Allows you to access settings, documents, calendars, etc. 

                                  الخ..... يسمح لك بالنفاد الى قوائم الضبط، الفايلت، السجلت :شريط المهام
 
Chat: Google’s Instant Messaging             الرسالة الفورية لكوكل :المحادثة.                              
   

The Message: Is what the sender has sent you.         ما يتم استلمه من قبل المرسل: الرسالة  
 
Reply Box: Allows you to type in return message to the person who has sent you the e-mail. 

                          .يسمح لك بالطباعة على الرسالة المرسلة لك من قبل المرسل :صندوق الرد
                            

 
Back to Inbox: Returns you to your inbox. 

 .لكترونياإل يسمح لك بالعودة الى صندوق بريدك :العودة الى الصندوق
 

 
Archive: Allows you to save your e-mail. 

 .لكترونياإل يسمح لك بخزن األيميل :األرشيف
 

 
Report Spam: If you get a message that is spam tell Google so other people don’t get it. 

مرغوب بها أخبر كوكل وبذلك أألشخاص أألخرون سوف لن غير  على رسالة تحصل ماعند :األبالغ عن الرسائل الغير مرغوب بها
 .يستلموها

 

 
Delete: Sends the e-mail to the trash. 

 .الى سلة المهملت لكترونياإل ارسال األيميل :الحذف
 

 
Move to: Moves the message to a folder for storage which allows you to sort your mail. 

 . لكترونياإل يميلاال تصنيفنقل الرساللة الى الفايل حيث يمكنك  :النقل
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Labels: Labels are the same things as folders which allow you to add a tag(s) to your e-mail message so 
you can sort it. 

 .فهال ايميلتك المستلمة من أجل تصني ت والتي تمكنك من أضافة علمةكالفايل العلمات هي :العالمات
 

 
Reply Button: Allows you to send a message back to the person who sent you the original message.  

  الى الشخص المرسل رسال الرسالة األصلية المرسلة لكيسمح لك بأ :زر الرد
 

 
More Button:  Allows you to mark the e-mail as unread, filters, etc. 

 ألخ....يميل بوضع أشارة تدل على عدم قرأءة أاليميل او تبويب االيسمح لك  :المزيد من األزرار
 

 
Forward & Back Buttons: Allows you to move between messages.  

 .يسمح لك بالتنقل من الرسالة السابقة الى التالية وهكدا :سهم الذهاب الى األمام او العودة
 

Checking Your Spam Folder 

 
Sometimes an e-mail that you need to read gets mistakenly placed in the spam folder. This is how you 
can find and read it: 

 :وهنا كيف يمكنك أيجاده وقراءته spamأته يذهب بالخطأ الى فايل في بعض األحيان أأليميل الذي ترغب بقر
 

1. Go to “Folders”                                                                                                    "الفايلت"أذهب الى    
2. Click “More”                                                                                                             "يدالمز" أضغط  
3. Click “Spam”                                                                                    الرسائل الغير مرغوب بها"أضغط"  
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Composing E-Mails 

 
 

1. Click on “Compose”                                                                                                  " أنشاء"أضغظ على 
2. Type the e-mail address of the person you want to send the e-mail to 

                                                                         كترونية لهلا ةيميل الشخص الذي ترغب بأرسال رسالإأكتب عنوان 
ex: username@domain 
 

3. Enter a subject for your e-mail and start typing your e-mail 
                                                                                         الرسالة لكترونية وأبدأ بطباعةأدخل عنوان لرسالتك اإل

 
Before you send your e-mail, you should check the spelling. 

                                                                                        تهجئة الكلماتلكترونية يجب عليك مراجعة لرسالة اإلقبل ارسال ا
 

 
 

4. Click on “Check Spelling” 
                                                                                                                        "مراجعة التهجئة" أضغط على 

5. If Google finds a spelling error, it will highlight it yellow  
                                                                                    ل باللون األصفرماوجد كوكل اخطاء لغوية، سوف تظل اذا

 
6. Left click on the highlighted word 

                                                                                   لة والضغط على زر الفأرة اليمينالكلمة المظلالوقوف على 
                                                                                  

7. Choose the correct spelling or click “Ignore” if it is correct  
                                                                              اذا ما كانت صحيحة" أهمال"أختر التهجئة الصحيحة او اضغط 

 
Now you are ready to send your e-mail 

                                                                                                                 لكترونيةل الرسالة اإلواألن انت مستعد ألرسا
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8. Read over your e-mail, including who you want to send it to, the subject, and the message 

                                                               يتضمن الشخص المرسلة له، العنوان والرسالةلكترونية بما راجع الرسالة اإل
9. Click “Send” 

                                                                                                                                       "ارسال" أضغط 
10. Your message has now been sent  

                                                                                                                                األن تم ارسالها رسالتك
 

Logging Off 

1. Click on your name            أضغط على اسمك                                                                                       
                  

2. Click on “Sign out” "تسجيل الخروج"أضغط على                                                                      

 

Safety on the Net 
Don’t download everything that you see! 

          ال تحاول خزن جميع الفايلت التي تراها
            

Don’t click on things that popup on your computer screen! 
 شاشة الكمبيوتر التي تظهر لك علىال تضغط على األشياء 

 
NEVER!!! Give out your personal information such as your Social Security Number, Address, Phone 
Number, Driver License Number, Banking information, etc. 
If it sounds too good to be true, chances are it is a scam!  

جتماعي، عنوان السكن، رقم الهاتف، رقم أجازة السوق ، معلوماتك المصرفية التزود معلوماتك الشخصية مثل رقم الضمان األ!!! أبداا 
الخ ....  

 
Secure Websites 

Secure Websites are things that you need to add a password to visit. 
                                                                                                      لزيارة المواقع األلكترونية تحتاج ألضافة كلمة المرور

 
Examples are, checking your e-mail, Facebook, Financial websites. 

                           لكترونية الماليةع اإلجتماعي الفيس يووك او المواقلكتروني، او الموقع األذلك هي التحقق من بريدك اإل األمثلة على
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If you are using a public computer try not to visit these sites because the computer may have key loggers 
on it. 

 قد يحتوي على برامج تخزن المعلومات                                                 يوترول عدم فتح هذه المواقع الن الكومباذا ماكنت تستخدم كمبيوتر عام حا
 
Never, unless you really have to, go to a financial website on a public computer. 
Always remember to logout and exit the web browser after you are done.  
 

Secure Website features for Firefox 

Green Indicator: Means that the website has been verified as safe. 
 لكتروني تم التحقق من أنه اَمنيعني ان الموقع اإل: لمؤشر االخضرا

https://: Tells you that it is a secure website.                        لكتروني اَمن                   ان الموقع اإل خبركي :https:// 
 

Secure Website features for Internet Explorer 

Green Address Bar: Means that the website has been verified as safe. 
  .لكتروني تم التحقق من أنه اَمنيعني ان الموقع اإل :شريط العنوان األخضر

 
https://: Tells you that it is a secure website.     نلكتروني اَمان الموقع اإل خبركي.                                     :https:// 
 
Locked Padlock: Tells you that it is a secure website.    لكتروني اَمنيخبرك ان الموقع اإل: القفل.         
         
 

Be Safe ― E-Mail 

You are going to get a lot of junk e-mails.     .                                                سوف تستلم العديد من األيميلت السيئة
 
Don’t even open them.                                                                                                               . التحاول فتحها 
                                                  
Don’t download attachment from people you don’t know 
تعرفهمميلت المستلمة من أشخاص آليالتحاول تحميل الفايل المرفق باإل  .    
 
Even if you know the person and you aren’t expecting an attachment from them, don’t download the 
attachment.  

           .                                                الفايل المرفق تحملحتى لو كنت تعلم الشخص المرسل وال تتوقع الفايل المرفق بأيميله ال
 

Week 3 Computer Handout 10/10
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Week 4
VESL Learning Objectives

Return to Table of Contents

In Week 4, the focus shifts to 
past tense and describing past 
experience. The goal of building 
foundation in discussing education 
and previous employment using 
past tense grammar is to effectively 
build skills to answer key interview 
questions, such as “Tell me 
about yourself,” and “What was 
your previous work experience?” 
Filling out the Education section 
of an application is a platform for 
students to not only understand the 
differences between the US and 
their native country’s education 
systems, but to also use past tense 
grammar. By now, students have 
been fleshing out their resumés for 
two weeks and can utilize them as a 
tool to communicate about their past 
experience. The phone call practice 
in Week 4 is intended for students to 
increase their comfort in conversing 
with potential employers. 

Foundation Building
Learn about the US education system as it relates to their 
education backgrounds
Read and explain US work schedules, using “from” and “to”
Describe and discuss their current and previous employment

Grammar 
Correctly utilize simple present tense and begin past tense
Form and respond to ‘Did you’ and ‘Were you’ questions
Begin to use verbs from the Most Common English Verbs List 

Interview
Select relevant adjectives from the Personal Qualities + 
Strengths list that relate to their previous employment
Begin to answer the “Tell me about yourself” Question 

Job Application
Understand key vocabulary in the Education section of a job 
application 
Correctly fill out the Education section of a job application

Phone Call
Politely ask for clarification from the caller 
Complete Phone Call Worksheet C 
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Week 4
Foundation Building / VESL

1. Pass out copies of the Education Flowchart and go through the chart. Use OPD page 188 to help with the 
explanation and vocabulary. It is important that students begin to correspond their education background using 
terminology from the American system (example: college versus vocational school). Explain that employers will 
want to know their education level, so it is important to learn the correct terms. 

2. To help give more context on the American school system, facilitate a class discussion having the students’ 
talk about their children or younger brothers and sisters as examples. Using family members will give a 
reference point and spark interest to talk about the differences between elementary, middle, high school, 
colleges, universities and adult schools.

American Education System 
Learn about the US education system as it relates to 
their backgrounds

Materials:
Education Flowchart 
OPD, pages 188-189

Return to VESL at a Glance
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Week 4
Foundation Building / VESL

1.  Because students have been learning some employment vocabulary, explain now they will look at a typical 
restaurant work schedule. Pass out the Sample Work Schedule, or a copy of a fictitious schedule of your own. 
On the board write “employer” and ask them to identify it on the worksheet.  

2. Write the word “employee” on the board and ask the students to identify some of the employees’ names. 
Ask how many men and women?  Have the class look at the dates and days and ask the students how long is 
the schedule for? Explain that the following week the schedule could change. 

3. Write the words “in” and “out” on the board and ask the class for the definitions. Gather simple answers, 
like when the employee starts work and when they stop. Next add the word “total” to the board, again have 
the students give a definition. Explain it in the context of a work schedule. 

4. Have students look at the first employee, Aimee, and ask questions about her schedule: 

 

5. On the board write the answers in simple sentences: She worked from 2 pm to 5 pm. She worked three 
hours. Go through every date that Aimee worked, noting days she took off (use the opportunity to explain the 
difference between vacation days and days off).  Ask the class how many total hours did Aimee work?  

6. Have a student explain Shelly’s schedule to the class in the same format as above. Provide question 
prompts if necessary. Go around and have the students explain the schedule for you. Go through the 
worksheet’s questions as a class.

7. If you have extra time, have the students fill in their ideal work schedules. Group 4-5 students together and 
assign one as the “manager.” Have them figure out a work schedule based on their needs (for this activity, the 
restaurant hours are: 8 am-9:30 pm). The “manager” must give final approval.

US Work Schedules
Read and explain US work schedules, using the 
vocabulary “from” and “to”

Materials:
Sample Work Schedule
Whiteboard

January
Monday ThursdayWednesday FridayTuesdaySunday Saturday

On Monday, when did Aimee work?
When did she start? When did she stop work?
How many hours did she work?

Return to VESL at a Glance
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Sample Work Schedule 1/2

The	  Living	  Room
	  Café	  –	  Em

ployee	  W
ork	  Schedule	  (sam

ple)	  
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1. 
Phil	  w

orks	  full-‐tim
e.	  H

e	  w
orks	  on	  Friday,	  Saturday	  and	  Sunday	  in	  the	  m

orning.	  
a) W

hat	  is	  Phil’s	  schedule	  on	  Friday,	  Saturday	  and	  Sunday?	  
	  

2. 
John	  w

orks	  on	  Tuesday,	  Thursday	  and	  Saturday.	  M
ake	  John’s	  schedule	  equal	  15	  hours.	  	  

	  Challenge:	  

3. 
M

argaret	  w
orks	  the	  night	  shift.	  She	  doesn’t	  w

ork	  w
eekends.	  She	  is	  full-‐tim

e.	  	  
	  a) 

W
hat	  days	  can	  M

argaret	  w
ork?	  

	  
b) 

H
ow

	  m
any	  hours	  each	  day?	  

	  
4. 

Aim
ee	  doesn’t	  w

ork	  w
eekdays,	  except	  Friday.	  She	  is	  full-‐tim

e.	  
	  a) W

hat	  days	  does	  Aim
ee	  w

ork?	  
	  

b) H
ow

	  m
any	  hours	  each	  day?	  

	  W
rite	  your	  ow

n	  Schedule:	  

M
onday	  

Tuesday	  
W

ednesday	  
Thursday	  

Friday	  
Saturday	  

Sunday	  

	  
	  

	  
	  

	  
	  

	  

Sample Work Schedule 2/2
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Week 4
Foundation Building & Grammar / VESL

A Personal Timeline
Describe and discuss their current and previous 
employment
Begin using and understanding the past tense

Materials:
The Timeline Worksheet
Whiteboard

1. On the whiteboard draw your personal timeline, or create a fictitious one, that includes major life milestones, 
including birthday, marriage, birth of kids, school, employment, etc.  Point out significant life events and write 
complete sentences on the board, describing the life events. Examples:

 I was born in 1980.
 I worked in a bookstore from 2005-2008.
 I volunteered at a summer camp from 2010-2011.
 I am a teacher at _____. 

2. Have the students identify key past tense vocabulary in your sentences. Emphasize the past tense of work 
as they will need this in the interview and application to describe their experiences. Be sure to draw attention 
to the use of present tense for your current activities/job. Also, use the timeline as a visual to introduce past 
tense phrases, like “ago,” “last week/month”. Use the timeline to show the stretch of time difference between 
the phrases. 

3. Distribute the Timeline Worksheet and have students create their own timelines to make the lesson more 
personal. Students should also try to write their own complete sentences, like the example sentences, from 
their life events. Have students share two of their life events with a partner and write down what their classmate 
shares. 

4. Students should keep their timelines on hand, as this can be used again to discuss more of their previous 
employment and life events that can be used in the “Tell me about yourself” interview question. Continue 
practicing past tense on an informal level with class warm ups, describing what you did over the weekend or 
previous day and having students share their activities. 

Born 1985

Worked at a 
bookstore 2005

Graduated college
2007

Married 2008

Volunteered at
summer camp 2010

Taught in China
2011

Taught VESL
2014

Return to VESL at a Glance
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The Timeline Worksheet
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Intro to Past Tense 
Begin using and understanding the past tense
Form and Respond to “Did you” and “Were You” questions

Materials:
OPD, pages 40-41  
Present and Past Verb Worksheet 
Pronunciation Handout
Statements Worksheet (Week 3) 

1. Have students open their OPD books to page 40. Use the Life Events and Documents lesson to introduce 
the past tense. Teach how to make verbs into past tense by adding an “ed” or “d” to the end. Go over the 
irregular verbs on page 40. After, go through Martin’s Life as a class and have students correctly make the 
verbs into past tense. Also take the time to discuss the vocabulary of the important documents listed in the 
lesson and how it corresponds to Martin’s Life.

2. Continue practicing the tense with the Present and Past Verb Worksheet. Have students properly conjugate 
the verbs in the present and past tense. The worksheet also includes pictures for visual cues to the verbs. As a 
class, go over the students’ answers.  
 
3. In tandem with the lesson, go through the Pronunciation Worksheet with the students, which focuses on 
regular verbs. You can also re-visit the Statements worksheet from Week 3 and have students work on the past 
tense sections.

Return to VESL at a Glance

1. Pass out pictures (comic strips or any image with a scene unfolding works well) to students. Make sure to 
also pass out the Most Common English Verb List during this week. Have the class examine the activities. 
Have students describe the scene and write their answers on the whiteboard. If you have a large class, you can 
separate the students into groups to have a friendly competition to see which group can come up with the most 
words.

2.  As a class, sort the words on the board into groups of nouns, verbs and adjectives. Have students pick a 
word from each category to create a “mad-lib” like sentence in the present tense. This exercise will continue to 
develop their use of the present tense with a variety of verbs. It will also demonstrate to students the amount of 
words that they know and that they have the ability to make sense of it. When working on past tense, add on to 
the activity with having students make their sentences into past tense, starting with “yesterday” or “last week”. 

3. An alternative activity is to pass out copies of lyrics to popular songs. Read the lyrics aloud as a class. Have 
students circle all of the past tense verbs. This exercise will usually draw students in as it connects the lesson 
with a personal interest. You can use this exercise again to help identify different verb tenses. 

Practicing Present Tense
Continue strengthening use of simple present tense  
Begin to use verbs from the Most Common English 
Verbs List 

Materials:
Picture handouts
Most Common English Verbs List
Lyrics to a popular song
Whiteboard

Week 4
Grammar / VESL
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Present	  and	  Past	  Worksheet	  
Fill	  in	  the	  blanks	  with	  the	  correct	  verb.	  

	   wake	  up	  

	  

	  
1.	  She	  ______________	  at	  6:00a.m.	  every	  weekday.	  
	  
2.	  She	  ______________	  at	  9:00a.m.	  last	  Sunday.	  
	  

	   get	  dressed	  

	  

	  
3.	  She	  ______________	  at	  6:10	  every	  day.	  
	  
4.	  She	  ______________	  at	  9:10	  on	  Sunday.	  
	  

	   take	  a	  shower	  

	  

5.	  He	  ______________	  in	  the	  evening.	  	  
	  
6.	  He	  ______________	  in	  the	  morning	  yesterday.	  	  

	   eat	  breakfast	  

	  

	  
7.	  He	  _____________	  and	  reads	  the	  paper	  in	  the	  morning.	  
	  
8.	  He	  _____________	  at	  11a.m.	  on	  Saturday	  morning.	  
	  

	   have	  lunch	  

	  
	  

	  
9.	  He	  _____________	  at	  noon	  before	  returning	  to	  work.	  	  
	  
10.	  Yesterday,	  he	  ___________	  at	  2:00pm	  instead	  of	  noon.	  	  
	  

	  

Write	  3	  of	  your	  own	  sentences	  in	  the	  present	  and	  past	  tense.	  	  
Refer	  to	  p.	  38-‐39	  in	  your	  OPD	  book.	  	  

1.	  _______________________________________________________________	  

2.	  _______________________________________________________________	  

3.	  _______________________________________________________________	  

Present and Past Verb Worksheet
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Regular Verbs: Pronunciation
REGULAR VERBS: PRONOUNCIATION OF –ED ENDING

EXERCISE: PRONOUNCIATION OF –ED ENDINGS

Directions: Practice pronouncing the words. Write the pronunciation of the -ed 
ending after each word.

1.     talked    
3.     sobbed     
5.     graded     
7.     asked     
9.     helped     
11.   watched     
13.   filled     
15.   defended     
17.   poured     
19.   waited     
21.   enjoyed     
23.   loaded     

2.     roamed  
4.     kissed     
6.     halted     
8.     laughed     
10.   dried     
12.   judged     
14.   counted     
16.   believed     
18.   added     
20.   boxed     
22.   rested     
24.   pushed     

Final –ed has three different pronunciations: /t/, /d/, and /əd/
(a) looked → look/t/
     missed → miss/t/
     washed → wash/t/

Final –ed is pronounced /t/ after voiceless sounds.
Voiceless sounds are made by pushing air through your 
mouth; no sound comes out from your
throat.
Examples: “k,” “p,” “b,” “ch,” “sh,” “f”

Final –ed is pronounced /d/ after voiced sounds.
Voiced sounds come from your throat. If you touch your neck 
when you make a voiced sound, you can feel your voice box 
vibrate.
Examples: “l,” “v,” “n,” “b,” and all vowel sounds

Final –ed is pronounced /əd/ after “t” and “d” sounds. The /əd/ 
add a whole syllable to a word..

COMPARE: looked = one syllable → look/t/

    wanted = two syllables → want/əd/

(b) smell → smell/d/
     saved → save/d/

needed → need/əd/
wanted → want/əd/

Pronunciation Handout
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Most Common English Verbs
Simple Present Translation Simple Present Simple Past Present Continuous

(Simple Form)  (3rd Person)  R:  verb + "-ed" to be + "-ing"
I/We /You /They She/He/It  I:   no rule

1 answer R answers answered answering
2 arrive R arrives arrived arriving
3 ask R asks asked asking
4 be I am, is, are was, were being
5 become I becomes became becoming
6 begin I begins began beginning
7 bet I bets bet betting
8 bite I bites bit biting
9 bleed I bleeds bled bleeding

10 break I breaks broke breaking
11 bring I brings brought bringing
12 brush R brushes brushed brushing
13 buy I buys bought buying
14 carry R carries carried carrying
15 catch I catches caught catching
16 chew R chews chewed chewing
17 choose I chooses chose choosing
18 clean R cleans cleaned cleaning
19 close R closes closed closing
20 come I comes came coming
22 cost I costs cost costing
23 cook R cooks cooked cooking
24 cough R coughs coughed coughing
25 count R counts counted counting
26 cross R crosses crossed crossing
27 cry R cries cried crying
28 cut I cuts cut cutting
29 dance R dances danced dancing
30 do I does did doing
31 dress R dresses dressed dressing
32 drink I drinks drank drinking
33 drive I drives drove driving
34 eat I eats ate eating
35 erase R erases erased erasing
36 fall I falls fell falling
37 feed I feeds fed feeing
38 feel I feels felt feeling
39 fight I fights fought fighting
40 find I finds found finding
41 fix R fixes fixed fixing
42 fly I flies flew flying
43 forget I forgets forgot forgetting

Ve
rb

 T
yp

e

IRC VESL Program Revised: 01/13/2015

Most Common English Verb List 1/2
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Most Common English Verb List 2/2

Most Common English Verbs
44 forgive I forgives forgave forgiving
45 get I gets got getting
46 get up I gets up got up getting up
47 give I gives gave giving
48 go I goes went going
49 grow I grows grew growing
50 hate R hates hated hating
51 have I haves had having
52 hear I hears heard hearing
53 help R helps helped helping
54 hit I hits hit hitting
55 hold I holds held holding
56 hurt I hurts hurt hurting
57 keep I keeps kept keeping
58 know I knows knew knowing
59 laugh R laughs laughed laughing
60 leave I leaves left leaving
61 let I lets let letting
62 listen R listens listened listening
63 love R loves loved loving
64 make I makes made making
65 need R needs needed needing
66 open R opens opened opening
67 pay I pays paid paying
68 prepare R prepares prepared preparing
69 put R puts put putting
70 read I reads read reading
71 run I run ran running
72 say I says said saying
73 sell I sells sold selling
74 send I sends sent sending
75 sit I sit sat sitting
76 spend I spends spent spending
78 start R starts started starting
79 tell I tells told telling
80 study R studies studied studying
81 take I takes took taking
82 talk R talks talked talking
83 think I thinks thought thinking
84 touch R touches touched touching
85 turn on/off R turns on/off turned on/off turning on/off
86 wait R waits waited waiting
87 want R wants wanted wanting
88 watch R watches watched watching
89 work R works worked working
90 write I writes wrote writing

IRC VESL Program Revised: 01/13/2015
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Picture Handout Example
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Mind Map
Select relevant adjectives from the Personal Qualities &  
Strengths Handout that relate to their previous employment 
Begin to answer the “Tell Me About Yourself” Question

Materials:
Personal Qualities & Strengths Handout (Week 3) 
Mind Map Worksheet I & II

1. Have students take out their Personal Qualities & Strengths Handout (from Week 3 VESL class) and review 
adjectives. Distribute the Mind Map Worksheet I. A mind map will create a visual representation of each 
student’s personal strengths and characteristics. Have the students write their name in the center of the map. 

2. Students should pick four qualities and strengths that best describes themselves and write them in the 
circles that stem from their name. Explain that these are characteristics that employers find desirable, not 
necessarily personal assets (like “pretty”). 

3. Write on the board: What are your strengths? Have students practice in pairs asking and answering the 
question. Remind students to use the “be” verb in their responses. This exercise will eventually assist with 
students’ answers to both the “Tell me about yourself”  and “What are your strengths” questions. For now, 
just have students concentrate on understanding the key vocabulary and giving appropriate responses to 
questions. In the later weeks, it will grow into a more formalized answer.

4. You can also use the mind map to teach more answers to the “Tell me about yourself” question. Distribute 
Mind Map Worksheet II, which is the same principle but includes questions. Students fill out the answers to the 
questions. Have students break into pairs or groups and to ask and answer the questions.

Hardworking
Efficient

Dedicated
a Team Player

Creative
Reliable

Friendly Reliable
Strong

quick

Week 4
Interview / VESL

Return to VESL at a Glance
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Tell Me About 
Yourself: 

 

(name) 

What are your strengths?                         
I am __________ and _____________. 

Where are you from?                      
Where do you live? 

What was your last job?                                  
I was a ____________ for ________ years. 

What are your skills?                                           
I can ______________________________. 

Mind Map Worksheet I
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Strengths 
 

     What are your strengths?          I am honest.   

Strength: Strength: 

Strength: Strength: 

 
STRENGTHS  

 
 

(name) 

Mind Map Worksheet II
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Interview Questions 
 

Questions 1, 2, 3 are all very similar.   If you ask one, decide whether you need to ask the others. 
 
1. Tell me about yourself.   
 
 
2. What is your previous work experience?   
 What was your last job?   

What work did you do on your last job? 
 What work did you do before? 
 
 
3. Why should we hire you?   
 
 
4. What are your strengths and weaknesses?  (if they already talked about strengths, just ask about weaknesses) 
 Tell me 3 strengths and 3 weaknesses. 
 
 
5. What is your availability? (it can mean either start date or days can work; try to get both if you want) 
 When can you start?   When can you work?  What days can you work? 
 (other related questions:  Can you work on the weekends?  At night?  Are you flexible?) 
 
 
6. Do you have reliable transportation? 
 How will you get to work?  Do you have a car? 
 
 
7. Who referred you? 
  
 
 
9. What are your goals? 
 What do you want to do in the future? 
 
 
 
10.  Do you have any questions? (They should have at least 1 – 2 questions.) 
 
  
 
For students who answer the above questions with relative ease 
 
11. What does customer service mean to you? 
 What is good customer service? 

Interview Questions
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Resumé Study
Learn about the US education system as it relates to their 
backgrounds
Understand key vocabulary in the Education section of a 
job application 
Correctly fill out the Education section of a job application

Materials:
Student Resumé or Sample Resumé Handout 
Education Application Worksheet

1. Pass out the copies of the students’ resumés that they created in Week 2, or a Sample Resumé Handout 
and the Education Application Worksheet. Go over each section of the resumé. Highlight the education 
vocabulary and review the meanings of the different schools.  
 
2. Demonstrate how to use the information on the resumé to fill out the application. Remind students that they 
should always correspond their job application information to their resumés. 

3. Give students another application and have them fill out the education section with their own information. 
Break the class into groups and have each student share their education background. Teach key phrases 

 

 
4. Keep practicing throughout the week with different types of applications so the students can become 
accustomed to the variations for different employers.

Week 4
Job Application / VESL

“I went to high school in Baghdad, Iraq.”
“I graduated from college” 
“I studied ____ at Baghdad University”
“I did not go to school, but I am a fast learner.”

Return to VESL at a Glance
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JESSICA SMITH
42 Washington Avenue
Auburn, Maine 04240

(207) 555 - 5555
jsmith@internet.com

Career Objective: Computer support technician in central Maine

High School Diploma, June 2002
Edward Little High School
GPA 3.2    Class Rank 45 out of 411

Honors and Awards:
Honor Roll for last three semesters
Perfect Attendance Award for the last two academic years

Relevant Courses:
Introduction to Computer Repair I    Introduction to BASIC
Database & Spreadsheets               Word Processing I

Neighborhood “Computer Expert” - 2001-present. Performed 
troublesshooting for several friends and relatives who were 
having difficulty with their hardware or software. Resolved the 
issue 95% of the time.

Network Assistant (volunteer) - Edward Little High School. 
September 2001-May 2002. Assembled 20 computers for new 
computer laboratory, loaded software on each one, and 
networked them.

Waitperson. Rolandeau’s. Auburn. Maine. Summer 2001.
Provided efficient, friendly, quality service in busy fine dining 
atmosphere.

Child care provider - Freeport, Maine. Summer 2000. Provided 
safe, warm environment for two children aged 4 and 7. 
Supervised their self-directed play, prepared meals and snacks, 
settled disputes, determined appropriate discipline, and followed 
bedtime routines.

Soccer Team - 1998-2002 - Co-captain 2000-2002
Civil Rights Team - 2002
Soup Kitchen Volunteer - 1999-2001

Education:

Computer Experience:

Other Experience:

Activities:

Sample Resumé
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High School

Name and Location Graduate? Degree? Major / Subjects of Study

College or 
University

Other Education

Specialized 
Training, Trade 
School, etc...

EDUCATION

Please list your areas of highest proficiency, special skills or other items that 
may contribute to your abilities in performing the above mentioned position.

Education Application Worksheet
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1. Continue to build on this exercise from the previous weeks. Pass out Phone Call Worksheet C. Go over the 
phrases with the class before the exercise.

2.  Make the “call” and read through the script, similar to the previous week. The students should practice 
saying the phrases taught earlier to ask for clarification. Students will circle and/or write down the pertinent 
information on the worksheet.

3. Check students’ answers and reconvene as a class to go over the key information from the phone call.

Phone Call
Receive and politely respond to a call regarding an interview
Ask for clarification from the caller
Complete Phone Call Worksheet C

Materials:
Two telephones
Phone Call Worksheet C

Week 4
Phone Call / VESL

Return to VESL at a Glance
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A Call About An Interview – 2 
1. Caller’s name  

I’m sorry.  Could you repeat your name, please?  How do you spell that? 
 _______________________________________ 
 
 

2. Company’s name 
Excuse me. Could you repeat the name of your company, please?   
 

 Chipotle 
 Foodland 
 Walmart 
 Ace Parking 
 Hilton Delmar 
 U.S. Security 
 Subway 
 

3. Position 
I’m sorry. Could you repeat the position, please? 

 
 parking lot attendant        
 dishwasher        
 room attendant       
 stocker        
 cashier         
 security guard       
 crew member       
 server           
    

4. Interview date and time 
Excuse me. Could you repeat the date and time, please? 
 

 On ______________________ at __________________ 
  

5. Company’s address 
I’m sorry.  Could you repeat the address, please? 
 1099 E Main St, El Cajon 
 605 Fletcher Parkway, El Cajon 
 3880 Greenwood St, Spring Valley  
 645 Ash St, San Diego  
 

 
  

Phone Call Worksheet C
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The goal for Week 4 WRT is to 
teach students where and how 
to look for work. It is important to 
emphasize that students should 
look for work in multiple places, 
including tapping into their personal 
network, searching online, visiting 
employers in person, attending 
job fairs and working with their 
Employment Specialist. This 
week will introduce students to 
key concepts that are important 
in understanding the nature of 
a particular position, including 
discussing different work shifts- 
part-time versus full-time work 
and temporary versus permanent 
positions. Week 4 will emphasize 
that “job searching” is a full-time 
activity and while doing so, students 
should be organized and keep all 
of their employment documents 
(identification, resumé, etc.) handy.  
During Week 4, students will begin 
to review and practice filling out 
job applications and should use 
their resumé and the Employment 
Glossary to help them. The WRT 
classes will emphasize recognizing 
different sections of the job 
application, including the Personal 
Information section, Education and 
Work History sections.

Week 4
WRT Learning Objectives

Job Search
Identify methods and places to job search 
Distinguish between different types of shifts and job statuses

Job Application 
Conceptually understand the different sections of a job 
application

Return to Table of Contents
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Notes for presentation and class activities: 
 
Slides 8-9 Class Activity: Introduce students to key concepts that are important to understanding the 
nature of a particular position, including types of work shifts, part-time versus full-time and temporary 
versus permanent positions. Pass out the Work Schedule Worksheet and have students apply the new 
vocabulary to fill out the worksheet. 
 
Slide 11: After this slide, facilitate a discussion about how “job searching” is a full time activity and 
that while engaging in the search, students should be organized and keep all of their employment 
documents (identification, resumé, etc.) handy.   
 
Slide 13 Class Activity: Pass out the Job Search Handout. Have students practice the two dialogues 
in pairs, switching roles. Go over the example business card and career fair registration in the handout, 
noting key vocabulary. Explain how students may see these documents when doing the job search. 
Briefly go over applying online, although students will learn more in computer class.

Job Search Presentation
Identify methods and places to job search 
Distinguish between different types of shifts and job statuses 
Conceptually understand the different sections of a job application

Materials:
PowerPoint 
Work Schedule Worksheet 
Job Search Handout 
English/Arabic Application 
Fake Application

Return to WRT at a Glance

2

From Harm to Home | Rescue.org

Where can you find jobs?

• Friends and relatives
• Internet 
• Walk-ins and direct 

employer visits
• Job fairs, hiring events 
• IRC employment staff

Slide 1

Now 
Hiring!
Please inquire 

within

1. During Week 4, students also begin to review 
and practice filling out job applications. Use the 
English/Arabic Application to teach the different 
parts of the application. Reinforce the English 
vocabulary that students learn in VESL, but pay 
attention to comprehension of the concepts. When 
filling out the fake applications, have students use 
their resumés and the Employment Glossary to 
assist them during the practice.  

Example PowerPoint WRT Week 4:

Week 4
Job Search / WRT
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3

From Harm to Home | Rescue.org

Friends and Relatives
This is also called networking

“the process or practice of building up or 
maintaining informal relationships, especially with 
people whose friendship could bring advantages 
such as job or business opportunities”

4

From Harm to Home | Rescue.org

Look for these 
kinds of signs 

– if you see 
them you can 

walk in and ask 
for a job 

application!

5

From Harm to Home | Rescue.org

Jobs &The Internet
Many businesses today will accept applications 

only via the internet. 
If you know how to use the internet, here are some 

websites to visit: 
• http://sandiego.craigslist.org/
• http://www.indeed.com/
• http://www.simplyhired.com/
• http://www.careerbuilder.com/

6

From Harm to Home | Rescue.org

Internet Job Search: Email Accounts
In order to apply for jobs online, you are required 
to have an email account.  Email accounts are 
free and you can open one up at any of these 
websites: 
www.gmail.com www.yahoo.com www.hotmail.com

Make sure to create a professional email address! 
Use first and last name- not Ali_love@yahoo.com
or Fadi111111999998@yahoo.com

7

From Harm to Home | Rescue.org

Internet Job Search: Online 
applications

• Require you to create a user name and 
password

• Will ask for your basic information
• Will ask you to complete a personality test
• Ask you tax opportunity credit questions

8

From Harm to Home | Rescue.org

Internet Job Search: Personality tests

• Many companies use personality tests to help 
identify job candidates

• Personality tests often have questions about 
behaviors, values, and preferences

• Always choose the positive, honest and 
outgoing qualities

• ASK FOR HELP!  IRC Employment Staff are 
happy to help!

Example PowerPoint WRT Week 4 1/2

Slide 2 Slide 3

Slide 4 Slide 5

Slide 6 Slide 7
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9

From Harm to Home | Rescue.org

Job Search: Pay attention to hours 
Full-time

- At least 40 hours each week
Part-time

- Less than 40 hours each week
On-call

- You only work whenever they call you
Temporary/Seasonal 

- Job that will last a short time
Permanent 

- Job that will last a long time 
10

From Harm to Home | Rescue.org

Shift Work
• 1st shift = day shift (8am-

4pm)
• Offices, Stores, Security, Hotels

• 2nd shift = swing shift (4pm-
12am)
• Stores, Restaurants, Security, 

Hospitals, Factories, Hotels

• 3rd shift = nightshift (12am-
8am)
• Also known as “graveyard” shift
• Security, Hospitals, Hotels, 

Factories

11

From Harm to Home | Rescue.org

Bring these important documents with you 
every time you look for work:

12

From Harm to Home | Rescue.org

Tips for the Job Search
• Make a To-Do List
• Begin early in the day
• Call employers
• Write down employers contact (J.S. form)
• Get business cards
• Be prepared have “Master Application”
• SS card, ID and resume
• Apply at several different companies
• Follow up on the job applications and interviews

13

From Harm to Home | Rescue.org

IRC Employment Department
• Work with you 

Employment Specialist
• Make Job Training and 

Application Lab (JTAL) 
appointments

• We have many job 
openings every week

• “If you don’t call us-
others will!”

Slide 8 Slide 9

Slide 10 Slide 11

Slide 12

14

From Harm to Home | Rescue.org

Your first job in America will probably:

• Will probably pay minimum wage $9/hour
• Will be difficult—you have to work a lot 
• Different hours: morning, afternoon, evening…

But remember your work history
• Helps you find a better job in the future

• Your boss can be a reference to help you 
get your next job

Slide 13

Example PowerPoint WRT Week 4 2/2
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Work	  Schedules	  
	  
Part-‐time	  –	  fewer	  than	  40	  hours	  per	  week	  

Full-‐time	  –	  more	  than	  40	  hours	  per	  week	  

	  

Shifts	   	   	   	   	  	  	  	  	  Time	  of	  Day	  

Morning	  
Afternoon	  
Evening	  	  
Night	  	  
Graveyard	  /	  Overnight	  
	  

________________	  
________________	  
________________	  
________________	  
________________	  

	  

Hours	  on	  schedule:	  	  

-‐ 1	  hour	  =	  1	  hours	  
-‐ 30	  minutes	  (half	  an	  hour)	  =	  0.5	  hours	  
	  

Example:	  

Jane	  works	  from	  3:00pm	  to	  5:30pm.	  	  

How	  many	  hours	  does	  Jane	  work?	  	  

	  
Answer:	  	  

2.5	  hours	  	  	  	  OR	  	  	  	  2	  hours	  and	  30	  minutes	  

Work Schedule Worksheet 1/2
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Look	  at	  the	  work	  schedule	  from	  last	  week.	  Fill	  in	  the	  blanks.	  
	  

Sammoon’s	  Bakery	  &	  Restaurant	  
Work	  Schedule	  –	  Cooks/Chefs	  

Cooks	  /	  Bakers	   Week	  of:	  	  	  11/02/14	   Hours	   Total	  Hours	  
Dalia	   Sunday:	  7:00am-‐3:00pm	  

Monday:	  7:00am-‐3:00pm	  
Tuesday:	  7:00am-‐3:00pm	  
Wednesday:	  	  OFF	  
Thursday:	  OFF	  
Friday:	  	  7:00am-‐3:00pm	  
Saturday:	  7:00am-‐3:00pm	  
	  

_______	  
_______	  
_______	  
_______	  
_______	  
_______	  
_______	  

	  
_____hours	  

Bilal	   Sunday:	  2:00pm-‐10:00pm	  
Monday:	  OFF	  
Tuesday:	  OFF	  
Wednesday:	  	  2:00pm-‐10:00pm	  
Thursday	  2:00pm-‐10:00pm	  
Friday:	  2:00pm-‐10:00pm	  
Saturday:	  2:00pm-‐10:00pm	  
	  

_______	  
_______	  
_______	  
_______	  
_______	  
_______	  
_______	  

	  
_____hours	  

Sarmad	   Sunday:	  OFF	  
Monday:	  3:00pm-‐10:00pm	  
Tuesday:	  3:00pm-‐10:00pm	  
Wednesday:	  	  7:00am-‐2:00pm	  
Thursday:	  7:00am-‐2:00pm	  
Friday:	  	  Noon-‐2:00pm	  
Saturday:	  OFF	  
	  

_______	  
_______	  
_______	  
_______	  
_______	  
_______	  
_______	  

	  
_____hours	  

	  
1. Is	  Dalia	  a	  part-‐time	  or	  full-‐time	  employee?	  	  

	  
2. How	  many	  hours	  did	  Sarmad	  work?	  	  

	  
3. What	  days	  did	  Bilal	  work?	  

	  
4. What	  shift	  did	  Dalia	  work?	  

	  	  
5. What	  days	  did	  Sarmad	  have	  off?	  

	  
6. What	  time	  does	  Bilal	  work?	  (use:	  “From	  _______	  to	  _______.”)	  

Work Schedule Worksheet 2/2
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Page 1 

 

Dialogue 2: Asking for an Application (in person) 

A:  Good afternoon. How are you?  

B:  Good afternoon. I am fine, thank you. And you?  

A:  I am fine too, thanks. How may I help you? 

B:  My name is ______________. I am new to the United States and I am 
interested in working here at your hotel.  

A:  Where are 
you from?  

B: I am from ________________. 

A: What type of job are you looking for? 

B:  I am looking for an entry-level job to help me learn more about the 
American job culture.  

A:  Oh okay, well, we are hiring a housekeeper and two security guards. 
Would you be interested in any of those positions?   

B:  Yes, that is definitely something I am interested in. I have previous 
experience as a housekeeper.  

A: Oh really? It is always good when you have previous experience.  

B: Yes, I worked as a housekeeper at a hotel in ________________ before 
coming to the United States. May I have an application to fill out?  

A:  Unfortunately, we do not have paper applications. But, you can go on our 
website to complete the application. Here is my business card with our 
website.  

B:  Thank you, _______________. I will complete this tonight.  

A: Okay perfect. I will also give your name to my manager to let her know to 
expect your application.  

B:  Thank you! I really appreciate your help. Have a great rest of your day. 

Job Search Handout 1/5
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Page 2 

B: You too. 

 
Business Card   

Job Search Handout 2/5
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Page 3 

 

Career Fair Registration Form 

  

   

Job Search Handout 3/5
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Dialogue 3: Career Fair Dialogue 

A: Hello, my name is _______________. How are you? 

B: Hello ____________. I am fine, thank you. My name is ____________. Are you 
looking for a job? 

A:  It’s nice to meet you. Yes, I am looking for a job. 

B: What type of job are you looking for? 

A:  An entry-level job. I am new to the United States and would like to learn 
more about the job culture here.  

B: Yes, that is a good idea. Well, we are hiring a few cashiers. Do you have 
any previous experience as a cashier? 

A: Yes, I do. I used to own a shop back in ________________. I sold groceries 
and some household goods. I 
owned the shop for about 6 
years before coming to the 
United States. 

B: Wow, that is great experience! 
Here is our business card with 
our website. Go ahead and 

complete the application 
online and we will be in 
touch about an interview 
for the position. 

A: Thank you for your help.  

B:  No problem. That’s what 
I’m here for. 

A: Have a great rest of your 
day. 

B: Thanks, you too.  

Job Search Handout 4/5
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Page 5 
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 Personal Information  االمعلوماتت االشخصيیة   

 

 أأسم االعائلة  

Last Name: __________________ 

 ااالسم ااالوولل

First Name: _____________ 

 ررقم االهھاتف  

Telephone: 
_________________ 

 االعنواانن  

Address: ____________________ 

____________________________ 

 االبريید اااللكترووني

Email Address: 

____________________________ 

City:                      
 _______________________االمديینة

State: 

 ______________________ االواليیة 

Zip Code:  

االرمز 
 ___________________االبريیديي

 

Are you legally authorized to 
work in the U.S.? 

Yes _____         No _____ 

العمل في بلك قانونيیا  يیسمحهھھھل 
؟ االواليیاتت االمتحدةة  

 نعم ____           ال_____

 

Position applied for  االوظظيیفة االمطلوبة   

Position Desired 

              االوظظيیفة االتي ترغب بهھا          
                      

________________________ 

Salary Desired 

لذيي ترغب بهھاااالرااتب    

   

_____________________ 

Part-time ____          Day _____ 

 ــــــــ ددوواامم صباحي      ـــــ  ددوواامم جزئي

Full-time  ____      Night  _____ 

 ______ ددوواامم مسائي  ـــــــــ ددوواامم كامل
 

Education Background  االتعليیم     

Name and Location 

 ااالسم وواالعنواانن

 

 

Dates Attended  تارريیخ بدء االدررااسة 

 

From: من 

To: االى 

Graduate  هھھھل تخرجت 

Yes ____ نعم     

No _____ ال    

Degree or Subject 

 شهھاددةة اامم موضوعع     

 

Work History االعمل االسابق      

Employer:            ااسم صاحب االعمل 

 

Address: االعنواانن                            
    

 

Job Title: 

االوظظيیفي االعنواانن  

 

Salary: االرااتب       

Job Duties: االتي كنت تؤدديیهھا  االمهھامم  

 

Reason for leaving: 

 سبب تركك االعمل

 

From: من        

 

To: االى            

Employer:            ااسم صاحب االعمل 

 

Address: االعنواانن                            
    

 

Job Title: 

االوظظيیفي االعنواانن  

 

Salary: االرااتب       

Job Duties: االتي كنت تؤدديیهھا  االمهھامم  

 

Reason for leaving: 

 سبب تركك االعمل

 

From: من        

 

To: االى            

 

References    االمرااجع  

Name: ااالسم                                                

Title:                  االوظظيیفة                             

Company:                 االشركة 

 

Telephone: ررقم االهھاتف                       

 

 

English/Arabic Application
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Employment Application 
 
Thank you for applying to 99 Cents Only Stores, LLC!  
   

99 Cents Only Stores, LLC is firmly committed to ensuring a safe, healthy and efficient work environment for our employees, customers and the public. The company has a  
pre-employment drug testing policy, and also reserves the right to require a drug test at any time during employment for reasonable suspicion. Any employee who violates 
the drug-free workplace policy will be subject to disciplinary action up to and including termination of employment. 
 

 PERSONAL INFORMATION (please print) Kindly fill out the application completely and give it to the receptionist or the 
store manager. Incomplete applications cannot be accepted.  
 
 

__________________  _______________  _________       _____ -____-______     (_____) ___________    ________ 
               Last Name                                  First Name                 Middle Name               Social Security Number                           Phone Number                        Date 
 
If under 18 years of age, can you provide proof of your ability to work?      Yes       No      NA                 Are you legally eligible for employment in the US?     Yes     No       

Have you ever been convicted of a crime other than a minor traffic violation (Please note that in answering this question, 99 Cents Only Stores, LLC does  
       not request, and you should not provide, any information concerning any arrest or detention that did not result in a conviction, any referral to   

   or participation in any diversion programs, or any conviction from two years ago or earlier for a marijuana-related offense that did not 
involve the selling of marijuana.)?      Yes     No        If Yes, please below.  

 
      Explain_____________________________________________________________________________________________ 

(A conviction is not an automatic bar to employment. Each case will be considered on its own merit)  
 

_______________________________________    _____________      ________________      __________        _________     _____________ 
Present Address                                                        Apt/Unit #                   City                         State           Zip Code           County 

 
_______________________________________    _____________      ________________      __________        _________     _____________ 
Previous Address                                                      Apt/Unit #                   City                          State           Zip Code           County 
 

Emergency Contact Information: Name _______________________________  Relationship ___________________  Phone # (____)  _____     ______ 
 

 
EMPLOYMENT DESIRED (If applying for a retail hourly position, please note that availability of hours may vary and are thus not guaranteed) 
 

                                                      Do you have friends/relatives working at 99 Cents Only Stores, LLC?    Yes If so, who/where? _______________________    No  
 

Position_________________________   Expected Wage $______per hour   Date Available_____________    Have you ever worked for 99 Cents Only Stores, LLC?   Yes   No  

Applying for:  Full-time       Part-time       Temporary                                                                                                         If so, when______________ where___________________  

              Sunday                                  Monday                       Tuesday                        Wednesday                      Thursday                           Friday                         Saturday 
       

 

Is there any reason why you would not be able to perform all of the job duties of the position you have applied for?       Yes      No  

If Yes, please explain______________________________________________________________________________________________________________________________ 

 

EDUCATION                                                                                        Circle Last                              Did You                                 Subject(s)  
                                                                           Name and Address of School                                                      Year Completed                    Graduate?                            Studied 
High School     1       2      3      4   Y         N  
College     
Post College     
Trade/Business School     
 
Have you ever shopped at 99 Cents Only Stores, LLC? Where? Kindly describe your experience. 
______________________________________________________________________________________________________________________________________________ 

______________________________________________________________________________________________________________________________________________ 

______________________________________________________________________________________________________________________________________________ 
 

Why do you want to work for 99 Cents Only Stores, LLC? 
______________________________________________________________________________________________________________________________________________ 

______________________________________________________________________________________________________________________________________________ 

Describe a specific situation where you provided excellent customer service. Why was it effective? 
______________________________________________________________________________________________________________________________________________ 

______________________________________________________________________________________________________________________________________________ 

______________________________________________________________________________________________________________________________________________ 

Referred by: 

___Person ___________ 

___Newspaper________ 

___Walk-in___________ 

___Other_____________ 

Fake Application 1/2
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PREVIOUS EMPLOYMENT (Please list your last 3 employers beginning with your most recent. Please complete even if you attach a resume) 
 

Start Date 
End Date 

 
Current Employer (Name & Address) 

Salary/Hourly 
Starting Pay/Ending Pay 

 
Position 

 
Duties 

 
Reason for Leaving 

 

       Salary          Hourly 
 

   

  Starting $ ____  per hr 
Ending   $ ____  per hr 

 

Supervisor’s Name ____________________________ Phone Number _____________________         May We Contact?  Y  N 
 

 

PREVIOUS EMPLOYMENT  
 

Start Date 
End Date 

 
Employer (Name & Address) 

Salary/Hourly 
Starting Pay/Ending Pay 

 
Position 

 
Duties 

 
Reason for Leaving 

 

        Salary          Hourly 
 

   

  Starting $ ____  per hr 
Ending   $ ____  per hr 

 

Supervisor’s Name ____________________________ Phone Number _____________________         May We Contact?  Y  N 
 

 

PREVIOUS EMPLOYMENT  
 

Start Date 
End Date 

 
Employer (Name & Address) 

Salary/Hourly 
Starting Pay/Ending Pay 

 
Position 

 
Duties 

 
Reason for Leaving 

 

        Salary          Hourly 
 

   

  Starting $ ____  per hr 
Ending   $ ____  per hr 

 

Supervisor’s Name ____________________________ Phone Number _____________________         May We Contact?  Y  N 
 

99 Cents Only Stores, LLC is an equal opportunity employer by both policy and practice and subscribes to federal and state laws which forbid discrimination because of race, color, 
religion, age, sex, national origin, marital status, disability, or any other legally protected status. 

 
If employed by 99 Cents Only Stores, LLC, I agree to abide by its policies, rules and regulations and understand that they may be changed at any time. I understand and agree that my 
employment is at will and can be terminated with or without cause and with or without notice at any time, at the option of either the Company or myself. I further understand and agree 
that this “at will” employment relationship will remain in effect throughout my employment with 99 Cents Only Stores, LLC unless it is modified by a specific, express written employment 
contract which is signed by its President and myself. This employment relationship may not be modified by any oral or implied agreement. 

 
I authorize 99 Cents Only Stores, LLC to obtain any information concerning me from previous employers, school officials, and others. I release all concerned from any liability in 
connection therewith. I certify that all information given on this application (including resume and other attachments) is correct to the best of my knowledge. I understand that any 
willful omission, falsification or misrepresentation may constitute grounds for termination. I understand this application is good for only thirty (30) days. A copy of this application will be 
furnished upon request. 

 
_______________________________                            ________________________________     
Signature                                                                                                  Date 

 
 
 

OFFICE USE ONLY: 
 

Hire for Position of _________________    First Day of Work _____________    Pay Rate $____._____         Hourly /   Salaried 
 

  Full Time /   Part Time   Store/Department _____________________________            Permit Needed:  Y   N 
 

Signature of Interviewer ________________________ Date _____________________            EOE            rev. 10/13 

For retail positions, please submit this 
application at nearest store location. 

Fake Application 2/2
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The credit portion of FL is broken 
into two parts, starting in Week 
4. Initially, the students need to 
understand the concept of credit 
and its importance. This class 
should stress that having and 
controlling credit is one of the 
most important financial skills that 
students can have. While students 
may not have credit yet, it is 
important to take steps to establish 
it. Emphasize that using credit 
wisely can help students reach their 
financial goals. Conversely, having 
bad credit can be problematic. The 
goal of this week’s presentation 
is to help students understand 
credit and how to build it into their 
financial plan in a responsible 
way. At the end, facilitate a class 
discussion on how students can get 
and maintain good credit.

Week 4
FL Learning Objectives

Credit Basics Part I 
Understand the fundamental concepts and importance of 
credit
Identify what is a credit score, credit check and credit history
Assess their ability to afford credit

Return to Table of Contents
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Notes for the presentation and class activities: 

Slide 4: Use Needs Versus Wants Worksheet to have students brainstorm what their family needs to budget for 
and what is extra/entertainment.
 
Slide 12: Distribute the Credit Diagram Handout so students can follow as the facilitator discusses how credit 
is reported and the dangers of collection agencies. 
 
Slide 16-18: Distribute the Example Credit Report to review as a class.
 
Example PowerPoint FL Week 4:

Credit Basics Part I Presentation
Understand the fundamental concepts and importance 
of credit
Identify what is a credit score, credit check and credit 
history
Assess their ability to afford credit

Materials:
PowerPoint 
Needs Versus Wants Worksheet 
Credit Diagram Handout 
Example Credit Report

What is credit? 

Credit is the ability to borrow 
money or service with the trust 
that you will return and pay 
back the money.  

 
Credit is also a history and a 

FICO score.  

Benefits of Credit 
House, car, education: Credit lets you buy things like a 
house or a car that you would not be able to afford if you had 
to pay all at once. 
Convenience: Instead of carrying around cash you can 
purchase things using your card. 
Emergencies: having credit gives you the flexibility to 
spend more over a week or a month than you could normally 
afford. If you have a short term emergency, credit can help 
you buy what you need right now. For example, your fridge 
breaks or a family member needs to go to the hospital. 

Slide 1 Slide 2

Week 4
Credit Basics Part 1 / FL

Return to FL at a Glance
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easily with a credit card. 
 lliw uoy taht snaem yadot tiderc no sgniht gniyuB

have to pay for those things with you future 
income.  
If you pay fees and interest it can be very 
expensive. If you buy something for $100 on 
credit and pay it back over time, it may end up 
costing $150, $200, or more.  

Dangers of Credit Remember: Needs vs. Wants 
(In order to avoid too much debt, credit is best used for your 
needs rather than your wants.) 

Needs Wants 

Different uses of the word credit 

Credit card Card that allows you to borrow money (VISA, 
Mastercard, Discover) 

Credit Agency Keeps track of credit information, keeps your 
credit history and credit score 

Credit report Report showing your credit history 

Credit Score Number that indicates how good or bad your 
credit is 

Credit as a history and score 

Companies use our credit history and credit score 
to figure out whether we will pay our bills.  

FICO 

The scores used to determine the risk lenders are 
taking by lending you money.  

Credit Score 

Your credit score is a # 
that shows how likely 
you are to pay back 
money you borrow. 
 
THE HIGHER THE 
SCORE THE BETTER! 

FICO Credit 
Score 

Percent 
with Score 

300-499 1% 

500-549 5% 

550-599 7% 

600-649 11% 

650-699 16% 

700-749 
 

20% 

750-799 29% 

800-850 11% 

Example PowerPoint FL Week 4 1/3
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What are the different types of credit? 

¥  Credit cards 
¥  Buying a home: Banks will give you a 

mortgage so you can afford to buy a home. 
Usually you pay the bank back over 30 
years. 

¥  Buying a car: Banks or other companies 
will give you loans to buy a car. 

¥  College: The government and banks will 
give you loans to go to school. 

Bankruptcy  

When you cannot repay your debt, declaring 
bankruptcy means that you do not have to repay this 
debt.  
However, declaring bankruptcy will ruin your credit 
rating for seven years. It will be very difficult to 
borrow money during this time.  

There are three companies that report on credit:  

Credit as History and a Score 
 

How Credit is Reported 

Where does Your Credit Score Come From? 

Credit Reports 

Banks won’t 
automatically let you 
borrow money. They will 
give you money if they 
think you can repay it. 
So, you must get a 
credit report.  

A credit report is a 
summary of all other 
times in your life (in 
the US) that you’ve 
borrowed money. It 
will record if you’ve 
made payments on 
time or late.  

Example PowerPoint FL Week 4 2/3
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How to Get A Credit Report 

 
Getting Your Report 
Under a new federal law, all consumers in the U.S. are entitled to 
one (1) free credit report per year from each of the three major credit bureaus: 
Trans Union, Equifax and Experian. 
 
It is very easy to order them: 
Phone:  1(877)-322-8228 
Address:  P.O. Box 105281, Atlanta, GA 30348-5281 
Web Site: www.Annualcreditreport.com 
 
Or order your credit report from one of the three credit agencies: 
Experian  1-888-EXPERIAN (1-888-397-3742)  www.experian.com 
Equifax  1-800-685-1111  www.equifax.com 
Trans Union Corporation  1-800-916-8800  www.transunion.com 
 
You will need to provide your name, social security number, date of birth, and 
address. 
 
You can either order all three reports at once, or one every four months or so.  
 
You can also schedule an appointment with our IRC Staff who can help assist you in 
getting your credit report.  

 

  Credit Report Example 1 

Credit Report Example 2 Credit Report Example 3 

Credit reports are done by these credit companies: Class Discussion: How do you get a 
good (or better) credit score? 

Tips: 
¥  Always pay your bills on time. 
¥  Make more than your minimum payments. 
¥  Spend wisely. Only buy things you can afford. 
¥  Use credit (the banks need to know you can make 

payments on time). 

Example PowerPoint FL Week 4 3/3
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Needs Versus Wants Worksheet
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Credit Diagram Handout
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Example Credit Report 1/2
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Example Credit Report 2/2
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Week 4
CL Learning Objectives

Google Maps  
Understand the purpose of the website and its key features to 
access directions 
Comprehend important vocabulary to properly utilize the 
website 
Successfully access directions to a specific destination

Return to Table of Contents

In Week 4, students will learn how 
to use Google Maps. This is a very 
important resource, especially for 
those new to San Diego, as it will 
provide easy-to-use instructions on 
how to get to stores, public services, 
and job locations. Students will 
learn to interpret various symbols, 
colors, and vocabulary in Google 
Maps, and will be able to navigate 
from one place to another quickly 
and efficiently.
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Week 4 Computer Handout 1/4

	  

29	  
	  

	  
	  
	  

	  

Getting	  Around	  Town	  
	  

Google	  Maps	  
	  

How	  to	  Access	  Google	  Maps	  

¥ Type	  maps.google.com	  in	  your	  web	  
browser.	  

¥ Go	  to	  Google	  and	  click	  on	  “Maps”	  on	  
the	  toolbar	  

¥ Or	  go	  to	  Google	  and	  search	  for	  the	  
keyword	  “Maps”	  

Terminology	  

	  
By	  Car:	  Gives	  you	  driving	  directions	  that	  you	  
use	  if	  you	  were	  traveling	  by	  car/taxi	  

	  
By	  Public	  Transit:	  If	  you	  are	  using	  public	  
transportation,	  Google	  Maps	  gives	  you	  
directions	  were	  you	  should	  catch	  the	  bus,	  
trolley,	  light	  rail,	  subway,	  etc.	  	  Not	  every	  
city	  has	  this	  

	  
Walking:	  If	  something	  is	  nearby	  and	  you	  
want	  to	  walk,	  Google	  Maps	  can	  give	  you	  
walking	  directions	  
	  
	  
	  
	  
	  
	  

	  
	  
	  

 
كيیفف ااستططيیع االذذهھھھابب للمدديینهھ  

 
خرراائطط جووجلل  

 
Googleكيیفيیة االووصوولل إإلى خرراائطط   

 
في  maps.google.com اابحثث عنن¥ 

متصفح االوويیبب االخاصص بكك.  
وواانقرر على  Googleإإذذهھھھبب إإلى صفحة ¥ 

"خرراائطط" على شرريیطط ااألددووااتت  
أأوو يیذذهھھھبب االى جووجلل وواالبحثث عنن "خرراائطط" ¥ 

ككلمة ررئيیسيیهھ للبحثث  
 

مصططلحاتت  

  
 

: يیعططيیكك ااتجاهھھھاتت االقيیاددةة االتي تستخددمهھا بالسيیاررةة
/ سيیاررةة أأجررةة االخاصهھ إإذذاا كنتت مسافرراا بالسيیاررةة  

 
  

: إإذذاا كنتت تستخددمم ووسائلل االنقلل االنقلل االعامم بووااسططة
يیجبب االتي منحكك ااالتجاهھھھاتت تئطط جووجلل االعامم٬، خرراا

٬، عرربة االقططارر٬،االسككك  عليیكك اانن تصططادد حافلة
  فيیهھا.  االحدديیدديیة االخفيیفة٬، مترروو ااالنفاقق٬، ووما إإلى ذذلكك

ذذهه االخددمهھ غيیرر متاحهھ في كلل مدديینهھهھھھ  
 

  
إإذذاا كانن شيء ما قرريیبب ووكنتت تررغبب في  :االمشي

تجاهھھھاتت اااالسيیرر٬، خرراائطط جووجلل يیمكنن أأنن تعططيیكك 
االمشي  
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Bicycling:	  	  Gives	  you	  biking	  directions	  using	  
cities	  bike	  routes	  
	  
Starting	  Location:	  This	  is	  where	  you	  enter	  
the	  address	  you	  are	  leaving	  from	  
Destination:	  This	  is	  where	  you	  enter	  the	  
address	  of	  your	  destination	  
	  
Add	  Destination:	  If	  you	  have	  more	  than	  one	  
destination,	  you	  can	  add	  more	  to	  your	  maps	  
	  
Show	  Options:	  Gives	  you	  more	  options	  in	  
mapping	  your	  directions	  
	  

	  
Get	  Reverse	  Directions:	  Lets	  you	  find	  your	  
way	  back	  home	  
	  

	  
Get	  Directions:	  	  Gives	  you	  your	  map	  	  
	  

Getting	  Directions	  

1. Open	  your	  web	  browser	  
2. Type	  in	  “maps.google.com”	  in	  the	  

address	  bar	  

3. Type	  in	  your	  starting	  address	  into	  
the	  “Start	  Location”	  bar	  (A)	  

4. Type	  in	  your	  destination	  address	  
into	  the	  “Destination”	  bar	  (B)	  

5. Click	  “GET	  DIRECTIONS”	  
	  
	  
	  

 
رركووبب ل ااالتجاهھھھاتت يیعططيیكك :رركووبب االددررااجاتت

االمددنن ططررقق باستخدداامم االددررااجهھ  
 

االعنوواانن  أأددخلل هھھھذذاا هھھھوو االمكانن االذذيي :االمووقع بددءاا
تغاددرر منهھ االذذيي  

االذذيي  أأددخلل عنوواانن هھھھذذاا هھھھوو االمكانن االذذيي :االووجهھة
)ووجهھتككترريیدد االووصوولل االيیهھ (  

 

ووجهھة  أأكثرر منن إإذذاا كانن لدديیكك :االووجهھة إإضافة
االخرراائطط االخاصة  إإضافة االمززيیدد منن٬، يیمكنكك ووااحددةة
  بكك

في  االخيیاررااتت االمززيیدد مننيیمنحكك  :إإظظهھارر االخيیاررااتت
ااالتجاهھھھاتت االخاصة بكك  

 
  

يیتيیح لكك االعثوورر  :االعكسيیة االتعررفف على ااالتجاهھھھاتت
للبيیتتططرريیقكك  على  

 
  
خرريیططتكك يیعططيیكك :االتعررفف على ااالتجاهھھھاتت  

 
ااالتجاهھھھاتت االحصوولل على  

متصفح االوويیبب االخاصص بكك فتح. اا1  
في شرريیطط   "maps.google.com" ااكتبب. 2

االعنوواانن  
في  اابددأأ" االبدداايیة شرريیطط فيعنوواانكك ااكتبب . 3

(A) " االمووقع  
(B) "االووجهھة" شرريیطط في ووجهھتكك ااكتبب. 4  
"االحصوولل على ااالتجاهھھھاتت" اانقرر فووقق. 5  
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Terminology	  
Suggested	  Results:	  These	  are	  alternate	  
directions	  	  
	  
Directions	  Results:	  These	  are	  the	  directions	  
	  
Map:	  This	  is	  the	  mapped	  results	  of	  the	  
directions	  

	  
Print	  Button:	  Lets	  you	  print	  out	  your	  
directions	  

	  
Link	  Button:	  	  Allows	  you	  to	  send	  the	  
directions	  to	  other	  people	  

	  
Hide	  Panel	  Button:	  Lets	  you	  see	  a	  larger	  
map	  

	  
Map	  Settings:	  	  Lets	  you	  change	  different	  
settings	  of	  the	  map	  

	  
Street	  View	  Button:	  	  Gives	  you	  a	  street	  
view	  of	  the	  location	  
Zoom	  Bar:	  	  Allows	  you	  to	  zoom	  in	  and	  out	  
on	  the	  map.	  	  You	  can	  also	  use	  the	  scroll	  
wheel	  on	  your	  mouse	  to	  zoom	  in	  and	  out.	  

	  
My	  Location	  Button:	  Points	  you	  to	  your	  
current	  location	  

مصططلحاتت  
االبدديیلة ااالتجاهھھھاتت هھھھذذهه هھھھي :االمقتررحة االنتائج  

 
ااالتجاهھھھاتت هھھھذذهه هھھھي :االناتجهھ ااالتجاهھھھاتت  

 
هھھھذذهه هھھھي االخرراائطط االمقتررحهھ لالتجاهھھھاتت  :االخرريیططة  

	  

	  
 
 

: يیتيیح لكك ططباعة ااالتجاهھھھاتت االخاصة ززرر االططباعة
بكك  

  
: يیسمح لكك بإررسالل االتووجيیهھاتت ألشخاصص ززرر االرربطط
آآخرريینن  

  
 خرريیططةاال: يیتيیح لكك ررؤؤيیة ااخفاء لووحهھ االتحكمم 

أأكبرر بشكلل  
 

  
: يیتيیح لكك تغيیيیرر إإعددااددااتت االخرريیططة إإعددااددااتت
االخرريیططة فيمختلفة   

  
: يیووفرر لكك ططرريیقة عررضض ززرر عررضض االشاررعع
االشاررعع منن االمووقع  
: يیتيیح لكك تكبيیرر وواالتصغيیرر على شرريیطط االتكبيیرر

االتمرريیرراالخرريیططة. يیمكنكك أأيیضا ااستخدداامم عجلة   
وواالتصغيیرر.االمووجووددةة بالماووسس للتكبيیرر ( االرروولهھ )  

  
تضع نقططهھ لمووقع تووااجددكك : ززرر مووقعي االحالي

االحالي فعال   
	  

Week 4 Computer Handout 3/4



255
IRC in San Diego

	  

32	  
	  

	  
Move	  Button:	  Allows	  you	  to	  move	  around	  
the	  map.	  	  You	  can	  also	  use	  the	  arrows	  on	  
your	  keyboard	  or	  you	  can	  hold	  the	  left	  
mouse	  button	  and	  move	  your	  mouse	  
around	  to	  move	  the	  map. 
	  
Getting	  Directions	  ―	  Reverse	  Directions	  

	  

1. Click	  the	  “Get	  Reverse	  Directions”	  
button	  	  

 
Google	  Maps	  ―	  Public	  Transportation	  

	  

1. Click	  the	  “	  By	  Public	  Transit”	  button	  	  

2. Type	  in	  your	  starting	  address	  into	  
the	  “Start	  Location”	  bar	  (A)	  

3. Type	  in	  your	  destination	  address	  
into	  the	  “Destination”	  bar	  (B)	  

4. Click	  “GET	  DIRECTIONS”	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  

  
: يیمكنكك منن االتحرركك في جميیع أأنحاء ززرر االتنقلل

االخرريیططة. يیمكنكك أأيیضا ااستخدداامم االسهھامم على لووحة 
االمفاتيیح أأوو يیمكنكك ااالستمرراارر على ززرر االماووسس 

لتحرريیكك االخرريیططة. ككااأليیسرر ووحرركك االماووسس حوول  
	  

 
االعكسيیة ااالتجاهھھھاتت  	- ااالتجاهھھھاتت االحصوولل على  

  
االحصوولل على ااتجاهھھھاتت "ززرر  اانقرر فووقق .1

  "االعووددةة
 

االعامة ووسائلل االنقلل - خرراائطط جووجلل  

  
  "االنقلل االعاممبووااسططة " ززرر اانقرر فووقق. 1
 اابددأأ" في شرريیطط االبدداايیة عنوواانن ااكتبب في. 2

(A) "االمووقع  
 "االووجهھة" في شرريیطط ووجهھتكك عنوواانن ااكتبب في. 3

(B)  
"ااالتجاهھھھاتت االحصوولل على" اانقرر فووقق. 4  

 
 
 
 

Week 4 Computer Handout 4/4



256
IRC in San Diego

In Week 5, students will first focus 
on identifying key job titles and 
match them with corresponding 
skills in an effort to prep them 
to discuss their own skills based 
off of past employment. With the 
introduction of irregular past tense 
verbs, the goal is to have students 
communicate their own personal 
characteristics and skills as they 
related to their previous positions. 
While discussing specific past job 
titles, the students will be able to 
complete the Previous Experience 
section of the application. They 
will be able to identify key terms to 
clearly communicate the details of 
their past employment, including 
dates, salary and reason for leaving.

Week 5
VESL Learning Objectives

Foundation Building
Connect job titles with corresponding responsibilities 
Identify their previous employment title 
Relate grammar lessons (past tense) to past job experience

Grammar 
Correctly utilize the past tense in “-ed” form and with irregular 
verbs

Interview
Articulate personal skills, qualities and strengths in relation to 
previous employment 
Begin to answer the “Previous Work Experience” question in 
relation to their resumes

Job Application
Learn the vocabulary for the Previous Experience and the 
Reference sections of a job application
Complete the Previous Experience and the Reference 
sections of a job application

Phone Call
Complete Phone Call Worksheet C

Return to Table of Contents
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Job Titles and Duties
Connect job titles with corresponding responsibilities
Identify their previous employment title
Relate grammar lessons (past tense) to past job 
experience

Materials:
Job Match Worksheet 
Students’ Resumes
Whiteboard

1. On board write: 

 Job title/Position
 Responsibilities/Duties

Discuss what these terms mean.  Write the word “teacher” and ask the class what are the responsibilities for 
this job? Examples: teaches students, teaches English, helps students, etc. 

2. Next write the words “stock clerk” and ask what the responsibilities are? Examples: stocks shelves, lifts 
heavy boxes, puts things on shelves, organizes things/merchandise (use this time to go over unfamiliar 
vocabulary). Write the word “taxi driver” and ask the same question.  

3. Talk about jobs and responsibilities, explaining that what you currently do needs the present tense. Example 
to write on the board: “I am a teacher. I teach students.” Then write down an example in the past tense, while 
explaining to the students that what you worked as in the past must use the past tense form of a verb: “I was a 
teacher. I taught students.” Have the students write the present and past tense sentences for stock clerk and 
taxi driver.  

4. Pass out the Job Match Worksheet. Match the job titles with responsibilities. Go through the worksheet 
as a class and discuss. In the last section of the worksheet, have students look at their resumes. Have them 
identify job titles and look at the responsibilities again. After the class fills out this section, have them find two 
classmates and find out what they did and what their responsibilities were. Select students to share what they 
have learned about their classmates.

Week 5
Foundation Building / VESL

Return to VESL at a Glance
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Job Titles 
(32 job titles) 

     
A. security guard    T. auto mechanic 
 

B. housekeeper     U. engineer 
 

C. car washer    V. data entry clerk 
 

D. stocker    W. hair stylist 
 

E. prep cook    X. taxi driver 
 

F. bagger    Y. assistant librarian 
 

G. cashier    Z. farm worker 
 

H. truck driver    AA. sales associate 
 

I. valet     BB. painter 
 

J. kindergarten teacher  CC. construction worker 
 

K. home childcare worker  DD. carpenter  
 

L. manager    EE. dishwasher 
 

M. delivery person   FF. handyman   
 

N. cook      
 

O. baker 
 

P. babysitter 
 

Q. HVAC service technician 
 

R. parking lot attendant 
 

S. homemaker 
 
 
 
 
 

 
 
 
 

Job Match Worksheet 1/3
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These were my job responsibilities.   
What was my job title? 

 
 

Job title   Responsibilities 
 

_________________ 1. I washed and vacuumed cars. 
 

_________________ 2. I built furniture. 
 

_________________ 3. I cut and styled hair. 
 

_________________ 4. I drove a taxi.   
 

_________________ 5. I bagged groceries. 
 

_________________ 6. I made salads and prepared food for the cooks. 
 

_________________ 7. I oversaw and worked on engineering projects.   
 

__________________ 8.  I babysat for children.  I was not licensed. 
 

__________________ 9. I protected people and property. 
 

__________________ 10. I repaired and installed heating and air systems. 
 

__________________ 11. I helped build office buildings. 
 

__________________ 12. I used a cash register and provided customer service at  
     check out. 
 

__________________ 13. I painted houses.    
 

__________________ 14. I worked at home.  I kept my house clean and organized. 
     I made my house a home for my family. 
 

__________________ 15. I played with and taught children. 
 

__________________ 16. I took money and showed people where to park their cars. 
 

__________________ 17. I baked cakes, cookies, and breads. 
 

__________________ 18. I cleaned houses, hotel rooms, and offices. 
 

__________________ 19. I parked cars at hotels. 
 

__________________ 20.  I fixed cars. 
 

__________________ 21.  I stocked shelves and lifted heavy boxes. 
 

__________________ 22. I inputted data in a computer.  I typed documents. 

Job Match Worksheet 2/3
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__________________ 23. I stacked dishes, cleaned pots and pans, and put dirty dishes 
     in the dishwasher. 
 

__________________ 24. I took care of children in my home.  I was licensed. 
 

__________________ 25. I drove a truck. 
 

__________________ 26. I cooked food. 
 

__________________ 27. I assisted customers.  I helped them choose items. 
 

__________________ 28. I worked on a farm.   
 

__________________ 29. I delivered goods to homes or businesses.  
 

__________________ 30. I supervised other employees. 
 

__________________ 31. I helped customers find and check out books.   
 

___________________ 32. I fixed things around homes. 
 

 
What DID you use to do?  What WERE your responsibilities? 

 

 
Your job title (last job): _____________________________________________ 
 
Your responsibilities: 1.___________________________ 
    2.___________________________ 
 
 
Talk to 2 of your classmates.   Find out the title of their previous job and 1 of their 
responsibilities.    
 

Classmate’s name    Job title   
1. _____________________  ____________________________________ 
 job responsibility 
___________________________________________________________________ 
 
Classmate’s name    Job title 
2._____________________  ____________________________________ 
job responsibility 
___________________________________________________________________ 
 
 
VESL Apr. - May. 2013 
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Job Lineup Activity
Connect job titles with corresponding responsibilities
Relate grammar lessons to past job experience 

Materials:
Jobs Lineup Worksheet (cut into strips) 
Job Match Worksheet
Whiteboard

1. The materials included for this activity are for 28 students—simply add or remove jobs depending on the size 
of your class. Before class, cut the worksheet into slips of paper for each student. This activity is based on the 
students posing questions and lining up based on their answers. Have students practice this concept with lining 
up by age or birth month. Students ask their classmates a simple question, “How old are you?” or “When were 
you born?” to correctly figure out their place in line. Once lined up, check if students are in the correct order by 
asking, “How old is the person in front of you? How old are you? How old is the person behind you?” 

2. Review job positions and responsibilities on the Job Match Worksheet as a class or individually. Next, 
explain that the class will line up again, but by job. Write on the board questions to ask about a person’s 
position. Use yourself as an example to answer the questions and demonstrate the dialogue.  

 What do you do?  What is your job?
 I am a teacher. What do you do? What is your job? 
 
 What do you do? What are your responsibilities? 
 I teach English. What do you do? What are your responsibilities? 
 
For lower level students, have them ask about the position only-- “what do you do?” and/or “Are you a ____?” 

3. Have an example from the worksheet to demonstrate to the class. As you demonstrate, stress the phrases 
“in front of me,” “I am” and “behind me.” Explain that they will need to ask their classmates until they find the 
people with the jobs they are looking for.  

4. Pass out a worksheet slip to each student and have them fill in the job titles in the blanks, referencing the 
Job Match Worksheet, if necessary. Have the class stand up and start asking the questions, aiming to form a 
line with the correct job order. Once lined up, have the students share their job title and check to make sure 
they are in the right spot.

5. Correct order: Security guard, housekeeper, stock clerk, car washer, cashier, prep cook, bagger, valet, 
taxi driver, parking lot attendant, home childcare worker, delivery person, dishwasher, cook, baker, gardener, 
business owner, truck driver, babysitter, manager, barber, hairstylist, computer programmer, tailor, bookkeeper, 
teacher, artist, sales clerk
   

Week 5
Foundation Building / VESL

Return to VESL at a Glance
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There is no one in front of me. 
 

I am a _______________.           position 
I protect people and property.  
 
The person behind me cleans houses, hotel rooms, and offices. __________ 
                        position 

 
 
 
 
The person in front of me protects people and property.  ____________ 
 position 

 

I am a _______________.   
                                         position 

I clean houses, hotel rooms, and offices. 
 
 
The person behind me stocks shelves. ____________ 
                  position 

 
 
 
 
 
The person in front of me cleans houses, hotel rooms, and offices. ___________ 
                               position 

 

I am a _____________.  I stock shelves.                       position 
 
The person behind me washes and vacuums cars.   _______________ 
           position 
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The person in front of me stocks shelves.  ____________ 
                                            position 
 
 

 

I am a ___________.  I wash and vacuum cars. 
                           position 
 

 
The person behind me uses a cash register and provides customer service. 
____________  
       position 
 
 
 
 
The person in front of me washes and vacuums cars.                      ____________ 
                        position 
 
 

I am a ___________.  I use a cash register and  
                            position 
provide customer service. 
 
  
 

The person behind me makes salads and prepares food for the cooks. _________ 
                                      position 

 
 
 
The person in front of me uses a cash register and provides customer service. 
____________ 
 position 
 
 

I am a ____________.  I make salads and  
                                                                  position 

prepare food for the cooks. 
 
               

 
The person behind me bags groceries.          ____________ 
             position 
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The person in front of me makes salads and prepares food for the cooks. 
____________ 
      position 
 
 

I am a ______________.  I bag groceries. 
                                  position 
 

 
The person behind me park cars at hotels.           ____________ 
         position 

 
 
 
 
The person in front of me bags groceries. ____________ 
         position 
 

 

I am a _______________.  I park cars at hotels. 
                                position 

 
 
The person behind me drives a taxi.           ____________ 
            position 

 
 
 
 
The person in front of me parks cars at hotels. ____________ 
               position 
 
 

I am a ______________.  I drive a taxi. 
                       position 
 

 
The person behind me takes money and shows people where to park their cars. 
____________ 
        position 
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The person in front of me drives a taxi.   ____________ 
        position 
 
 

I am a _____________.  I take money and show  
                                 position 

people where to park their cars. 
 

 
The person behind me takes care of children and is licensed. ____________ 
                   position 

 
 
 
The person in front of me takes money and shows people where to park their cars.    
____________ 
             position 
 
 

I am a ________________.  I take care of  
                                                                    position 

children in my home and I am licensed. 
 

 
The person behind me delivers flowers, pizzas, or other items.  ____________ 
                    position 
 
 
 
 
The person in front of me is licensed and takes care of children.  _________ 
            position 

 
 

I am a _______________.  I deliver flowers,                      position 

pizzas, or other items. 
 
    
 
The person behind me puts dirty dishes in the dishwasher, cleans pots and pans, 
and stacks dishes.   ____________ 
    position 
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The person in front of me delivers flowers, pizzas, or other items.  ___________ 
                            position 
 
 

I am a _______________.  I put dirty dishes in  
    position 

the dishwasher, clean pots and pans, and stack 
dishes. 
 

The person behind me cooks food.  ____________ 
              position 

 
 
 
 
The person in front of me puts dirty dishes in the dishwasher, cleans pots and pans, 
and stacks dishes.    ____________ 
        position 
 

 

I am a ____________.  I cook food. 
               position 
 

 
The person behind me bakes bread, cakes, and cookies.  ____________ 
                  position 

 
 
 
The person in front of me cooks food.   ____________ 
        position 
 
 

I am a ____________.  I bake bread, cakes, and  
              position 

cookies. 
 

 
The person behind me plants flowers, cuts grass, and pulls weeds.   ____________ 
                   position 
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The person in front of me bakes bread, cakes, and cookies.  ____________ 
                   position 
 
 

I am a ______________.  I plant flowers, cut  
                  position 

grass, and pull weeds. 
 

 
The person behind me owns his/her own business.    ____________ 
                       position 

 
 
 
 
 
 
 

The person in front of me plants flowers, cuts grass, and pulls weeds.  ____________ 
                position 

 
 

I am a ____________.  I own my own business. 
                position 
 

 
The person behind me drives a truck.    ____________ 
        position 

 
 
 
 
 
 
 
 

The person in front of me owns his/her own business.     ____________ 
            position 
 
 

I am a______________.  I drive a truck. 
                    position 
 

 
The person behind me takes care of children but is not licensed.  ____________ 
                       position 
 

         
 
 

Jobs Lineup Worksheet 6/9



268
IRC in San Diego

 
The person in front of me drives a truck.  _______________ 
                                                                  position 

 
 

I am a _____________.  I take care of children.   
                 position 

I am not licensed. 
 
The person behind me manages a business.  _______________ 
                      position 

          
 
 
 
The person in front of me takes care of children and is not licensed.   
_______________ 
                    position 

 
 

I am a _____________.  I manage a business. 
                   position 
 
 
 

The person behind me cuts and styles hair for men.  _______________ 
                                                                                                                                                                                               position 

 
 
 
 
 
The person in front of me manages a business. ______________ 
                                                                                                                                                                                 position 
 
 

I am a _________.  I cut and style hair for men. 
                                                         position 
 

 
The person behind me cuts and styles hair for women. ____________ 
                                                                                                                                                                                               position 
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The person in front of me cuts and styles hair for men. ______________ 
                                                                                                                                                                                               position 
 
 

I am a __________.  I cut and style hair for  
                                                    position 

women. 
 

 
The person behind me programs computers. ____________ 
                                                                                                                                                                position 

 
 
 
 
The person in front of me cuts and styles hair for women. ______________ 
                                                                                                                                                                                                              position 
 
 

I am a _____________.  I program computers.  
                                                    position 
 

 
The person behind me sews and alters clothes. ____________ 
                                                                                                                                                                              position 

        
 
 
 
The person in front of me programs computers. ______________ 
                                                                                                                                                                               position 
 
 

I am a _____________.  I sew and alter clothes.  
                                                               position 
  

 
The person behind me maintains daily account records. ____________ 
                                                                                                                                                                                                   position 
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The person in front of me sews and alters clothes.        ______________ 
                                                                                                                                                                                                    position 
 
 

I am a _____________.  I maintain daily  
                                                                    position 

account records.  
                                                                
  

 
The person behind me teaches.  ____________ 
                                                                                                                         position 

 
 
The person in front of me maintains daily account records.    ___________ 
                                                                                                                                                                                                                  position 
 
 

I am a _____________.  I teach. 
                                                                
  

  
The person behind me makes art.  _____________ 

               position 

 
 
The person in front of me teaches.    ___________ 
                                                                                                                                       position 
 
 

I am an _____________.  I make art. 
                                                                
  
    

The person behind me sells merchandise. 
 
 
The person in front of me makes art.    ___________ 
                                                                                                                                       position 
 
 

I am a _____________.  I sell merchandise. 
                                                               position 
  
  

There is no one behind me. 
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Past Tense: Group and Individual Activity
Correctly utilize the past tense in “-ed” form and with irregular verbs

Materials:
Present Tense, Past Tense Handout
Plastic Baggies
Slips of paper

1. Write the following four columns on the board:

 Present Tense Past Tense  Past Tense  Past Tense
 Verb   Verb +ed  Verb +d  Special (Irregular)
 
Have students share their daily routines and write the terms down the left side of the board under the present 
tense column.

2. Ask how we might say these verbs if we did those activities yesterday? Put the past tense verb in the 
correct column, explaining the column as you do so. Add more verbs to simple present list and have students 
direct you to which column to write the verb under. Tell students that irregular verbs must be memorized as 
they are usually different from their present tense form.

3. Pass out Present Tense, Past Tense Handout. Go through the columns on sheet, and the listed verbs. 
Have students fill in the answers to verbs 1 – 13 and put them in the appropriate columns. Have students write 
sentences about themselves using some of these verbs.

4. Circulate around the room and ask students to read their sentences and engage students with related 
questions, which will prompt them to begin to use past tense in their speech.  If a group of students are 
done around the same time, have them listen to each other. You can ask the students questions about each 
person’s statements.  

5. Group Activity: Before class, cut up verbs (simple present form) from the handout and put onto slips of 
paper in baggies. Have each student choose a verb and use it in the past tense, allowing other students to 
help.

6. Circulate to each group and listening to students’ statements, starting conversations with students about 
what you hear. Make sure students understand that they are using language to communicate, not just doing a 
language-focused activity.

7. As a wrap-up to the activity, as students exit the classroom, ask each person a question that requires a 
response describing one thing he or she did yesterday/the day before yesterday/on their birthday/anytime in 
the past.

Week 5
Grammar / VESL

Return to VESL at a Glance
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Present Tense 
 

 
 

Past Tense 
 

 
Past Tense 

 
 

Past Tense 
Verbs (present tense) 

 
 

Verb + ed 
 

 
Verb + d 

 
 

Special (Irregular) Verbs 

start 
 

 
 

 
started 

learn 
 

 
 

 
learned 

graduate 
 

 
 

 
 

 
 

graduated 

die 
 

 
 

 
 

 
 

 
died 

be born (am
 born, are born, is born) 

 
 

 
 

 
 

 
 

w
as born, w

ere born 

get m
arried 

 
 

 
 

 
 

 
 

 
 

 
got m

arried 

take 
 

 
 

 
 

 
 

 
 

 
 

 
took 

w
ake 

 
 

 
 

 
 

 
 

 
 

 
 

w
oke 

go 
 

 
 

 
 

 
 

 
 

 
 

 
w

ent 

1. 
rent   

 
 

 
_____________ 

2. 
w

ork 
 

 
 

_____________ 
3. 

clean 
 

 
 

_____________ 
4. 

w
atch 

 
 

 
_____________ 

5. 
brush (brush m

y teeth)  
_____________ 

6. 
im

m
igrate 

 
 

 
 

 
 

________________ 
7. 

m
ove 

 
 

 
 

 
 

 
________________ 

8. 
eat 

 
 

 
 

 
 

 
 

 
 

 
____________________ 

9. 
com

e 
 

 
 

 
 

 
 

 
 

 
 

____________________ 
10. have/has (have a baby, have dinner, etc.) 

 
 

 
 

 
 

____________________ 
11. read 

 
 

 
 

 
 

 
 

 
 

 
____________________ 

12. m
ake 

 
 

 
 

 
 

 
 

 
 

 
____________________ 

13. speak 
 

 
 

 
 

 
 

 
 

 
 

____________________ 
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Personal Strengths & Skills
Articulate personal skills, qualities and strengths in 
relation to previous employment
Begin to answer the “Previous Work Experience” 
question in relation to their resumes

Materials:
Personal Strengths for Employment Worksheet
Talking about Yourself Handout

1. Students should be familiar with the Personal Qualities & Strengths handout that was distributed in Week 
3. To continue to grow their comprehension and vocabulary, pass out the Personal Strengths for Employment 
Worksheet. As a class, go through the adjectives, covering and explaining any unfamiliar words. Have students 
work individually or in small groups to complete the worksheet, matching the vocabulary with the definition. If 
students are drawn to a particular word that describes them best, encourage them to master the pronunciation 
and eventually use it for the interview.

2. Explain to the class that besides listing their personal qualities, they will also need to explain to their potential 
employers what their positions and responsibilities were. On the board, write an example of a position and 
the skills needed for the position. For example: “I am a housekeeper. I can do laundry. I can use a vacuum.” 
Explain the structure “I can _____” to communicate their skills.  

3. Pass out the Talking About Yourself Handout. Have students complete the handout and share it in groups.

What Did You Do Before?
Begin to answer the “Previous Work Experience” 
question in relation to their resumes

Materials:
What Did You Do Before? Worksheet

1. Pass out the handout to students. First, use yourself as an example to answer the questions: “What do you 
do? What did you do before?” 

2. As a group, practice asking the two questions. Have the students also practice the sample answers. 
Highlight the need for the present tense and past tense for each answer. Have the students get up and circulate 
the room with their worksheets. They should ask their classmates the two questions and write the answers 
down. 

3. Regroup when the students are finished. Have several students share their answers with the class, checking 
for accuracy in their responses.

Week 5
Interview / VESL

Return to VESL at a Glance
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Personal Strengths for Employment 

Match strengths to descriptions.  

1.  Responsible/dependable/reliable ________  
 
2. Energetic _______ 
 
3. Punctual  _______ 
 
4. Mature _________  
 

a. Comes on time 
 

b. Doesn’t get tired easily 
 

c. Acts like an adult 
 

d.  Does what they say they wil do

5.  Honest _______ 
 
6. Conscientious _______ 
 
7. Polite _________ 
 
8. Co-operative  _______  
 
 

e. Good manners 
 

f. Can work well with other people 
 

g. Tells the truth 
 

h. Takes the job seriously 

9. Thorough ______ 
 
10. Patient _______ 
 
11. Organized _______ 
 
12. Open-minded _______ 
 

i. Works following plans 
 

j. Can accept di�erent ideas 
 

k. Stays with the job  
 

l. Pays attention to details  
 

13. Creative  ________ 
 
14. Hard-working  _______ 
 
15. Discipline  ________ 
 
16. Resourceful  ________ 
 

m. Not lazy 
 

n. Has self-control 
 

o. Good at making new things and has new 
ideas 

 
p. Good at solving problems with whatever 

is available to them 
 

Personal Strengths for Employment Worksheet
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Talking About Yourself Handout

Talking about yourself 
 

Position  
I was an ESL teacher at an adult school in Virginia for 2 years. 
                                       position                                          kind of business                   city/state/country        # days/months/years 

 
Responsibilities 
I taught 2 English classes to adults.  I created lesson plans.  I organized 
materials. 
 
Skills 
I can teach English to adults.  I can create lesson plans.  I can organize 
materials.   
 
I am good at planning and organizing.  I am good at summarizing.  I am good 
at explaining. 
 
Personal Qualities 
I am creative, organized, friendly, and helpful. 
 
Position (What job did you do before?) 
I was ____________at a _____________in ________for _________ 
                                       position                                          kind of business                   city/state/country               # days/months/years 

 
Responsibilities (What did you do?) 
______________________________________________________________
______________________________________________________ 
 
Skills (What can you do?  What are you good at?) 
______________________________________________________________
______________________________________________________ 
 
Personal Qualities (I am) 
______________________________________________________________
______________________________________________________ 
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What Did You Do Before? Worksheet

What did you do before? 
What was your last job? 

 
Example: 
 
Ali       1) ESL Teacher 2) Receptionist 
___________________________    _______________________________________ 
 
 
Ask your classmates: 
 
 What did you do before? 
 
They answer: 
 Currently, I am a student. Before I was ______________________________. 
 
 Before that, I was a _________________________________________.  
 
 
Classmates Last position and position before that (2 positions) 

1.  

2.  

3.  

4.  

5.  

6.  

7.  
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Interview Questions 
 

Questions 1, 2, 3 are all very similar.   If you ask one, decide whether you need to ask the others. 
 
1. Tell me about yourself.   
 
 
2. What is your previous work experience?   
 What was your last job?   

What work did you do on your last job? 
 What work did you do before? 
 
 
3. Why should we hire you?   
 
 
4. What are your strengths and weaknesses?  (if they already talked about strengths, just ask about weaknesses) 
 Tell me 3 strengths and 3 weaknesses. 
 
 
5. What is your availability? (it can mean either start date or days can work; try to get both if you want) 
 When can you start?   When can you work?  What days can you work? 
 (other related questions:  Can you work on the weekends?  At night?  Are you flexible?) 
 
 
6. Do you have reliable transportation? 
 How will you get to work?  Do you have a car? 
 
 
7. Who referred you? 
  
 
 
9. What are your goals? 
 What do you want to do in the future? 
 
 
 
10.  Do you have any questions? (They should have at least 1 – 2 questions.) 
 
  
 
For students who answer the above questions with relative ease 
 
11. What does customer service mean to you? 
 What is good customer service? 

Interview Questions
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Previous Experience
Learn the vocabulary for and complete the Previous 
Experience and the Reference sections of a job 
application

Materials:
Filling out a job application- Important Words Handout 
Filling out a job application- Previous Experience Handout
Fake Applications
Previous Employment Worksheet
Students’ Resumes

1. Distribute the Filling Out a Job Application- Important Words Handout, both the English and translated 
versions. Many of these words will be covered again in the afternoon class. Explain that the vocabulary on 
these handouts will be essential to apply for a job and later in the workplace.  

2. Also pass out the Filling Out a Job Application- Previous Experience Handout. Go over the vocabulary at the 
top of the handout, and show how it corresponds in the below sections. Explain like the other sections of an 
application, the previous employment section will also look different on different applications. Go through each 
section with the class.

3. Pass out the Previous Employment Worksheet. Students can complete the worksheet individually or in 
groups. As a class, go over the answers on the board. Once students are comfortable with the vocabulary, 
have them fill out the previous employment sections of a fake application. Continue to practice with fake 
applications and have students review sections they previously learned (personal information, availability, 
education, etc.)

References
Learn the vocabulary for and complete the 
Previous Experience and the Reference sections 
of a job application

Materials:
Students’ Resumes or Fake Resume
Jamba Juice Practice Application

1. Have students pull out their resumes or use the fake resume. Explain that the references are individuals 
who can attest to students’ skills and character. Generally your previous supervisors or managers should be 
listed as references. If students do not have any previous work experience, they can list teachers or community 
leaders. Stress that references are different from “who referred you”. 

2. Go around the class and ask “Who is your reference?” Have the students respond, “My reference is 
(name of person).” Remind the students to say the person’s first and last name, job title and company or 
workplace. 

3. Pass out the Jamba Juice Practice Application and have the students fill out only the reference section of the 
form.

Week 5
Job Application / VESL

Return to VESL at a Glance
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Filling Out Job Applications

Name:

Important Words:

from

schedule

to

overtime

employer

terminated

valid

manager

current

resume

authorized

crime/felony

company name

salary

day shift

position

availiability

reason for leaving

dismissed

proof

employee

past

hiring

allowed

convicted

co-worker

supervisor’s name

night shift

job title

DOE (depends on experience)

wage

quit

location

high school

former

compensation

eligible

appointment

colleague

starting

graveyard shift

ending

dates employed

fired

help wanted

education

work experience

required

diploma

meeting

interview

Date:

Filling out a Job Application- Important Words Handout 1/2
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Filling Out Job Applications

Name:

Important Words:

from

to

employer

salary

position

reason for leaving

supervisor’s name

job title

wage

starting

ending

dates employed

Date:

FORMER EMPLOYERS (LIST BELOW LAST FOUR EMPLOYERS, STARTING WITH LAST ONE FIRST)

WORK EXPERIENCE (LIST MOST RECENT EMPLOYMENT FIRST

FROM

Name/Address of Employer Date (mo/yr) Salary

Company From

To

From

To

From

To

Start

End
Yes No

Start

End

Start

End

Position

Reason for leaving?

Position

Reason for leaving?

Position

Reason for leaving?

Supervisor

May we contact?

Supervisor

May we contact?

Supervisor

May we contact?

Address

Phone

Company

Address

Phone

Company

Address

Phone

TO

FROM

TO

FROM

TO

FROM

TO

June 2006 Sprouts
El Cajon, CA

Sprouts
El Cajon, CA
619-XXX-XXXX

Rite Aid
El Cajon, CA
619-XXX-XXXX

$8 / hr

$7.50 / hr

$8 / hr

$7.50 / hr

$9.50 / hr

cashier

moved

cashier

Alex Smith

Joe Acuna

new job

06/2006

04/2008

07/2005

06/2006

cashier moved

new jobcashier$7.50 
      / hr

Rite Aid
El Cajon, CA

April 2008

July 2005

June 2006

Yes No

Yes No

X

X

Filling out a Job Application- Previous Experience
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Previous Employment Worksheet
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Updated 2/14 

E 
 

Education 
School Name of School City & State Graduated Year Degree/Major 
High School    Yes  No   

College (Undergrad)    Yes  No   

Grad School    Yes  No   

Trade, Business, Correspondence School    Yes  No   

Other training, please specify    Yes  No   

 
Employment Information 
Starting with your most recent job, please list present and past employment. 
All information is required – do not write “see resume” in this section. 
Company name, Address and Phone 
Number 

From 
Mo/Yr 

To 
Mo/Yr 

Title or position Starting 
Salary 

Ending 
Salary 

Reason for Leaving 

 
 

      

 
 

      

 
 

      

 
Professional References (provide three) 
Name Relationship Years Acquainted Phone # Email address 
 
 

    

 
 

    

 
 

    

 
Applicant Statement 
JAMBA JUICE IS AN EQUAL OPPORTUNITY EMPLOYER. PLEASE READ THE FOLLOWING STATEMENT CAREFULLY. 
I declare under penalty of perjury that I personally completed this application and that, to the best of my knowledge, the information contained in this 
application is true and complete.  I understand that any false information or significant omissions may disqualify me from further consideration of 
employment and, in the event I become employed, may result in the termination of my employment if discovered a t a later date. 
 
I understand and agree  that  nothing contained in this application is intended  to create  an employment  contract  between  me and the company.  I also 
understand and agree that if I am hired, my employment with the company will be at will, and may be terminated by either me or the company at any time, 
with or without cause or advance notice.  I   understand that no promises or representations to the contrary will be binding on the company unless made in 
writing signed by both me and the Chief Executive Officer of the company. 
 
I authorize the references listed above, as well as other individuals whom Jamba contacts, to provide Jamba with any and all information concerning my 
previous employment and any other pertinent information.  Further, I release all parties and persons from all liability from any damages that may result 
from furnishing such information to Jamba as well as any use or disclosure of such information by Jamba or any of its agents, employees or representatives. 
  

    
 

 Applicant Signature Date 
 

RS O NA L I NFORM AT I O 

Jamba Juice Practice Worksheet
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Phone Call Activity
Complete Phone Call Worksheet C

Materials:
Two Telephones
Phone Call Worksheet C

1. Continue the activity from the previous weeks. It is the same set up, using Phone Call Worksheet C. If you 
have a classroom volunteer or assistant, have them make the call, so students can become comfortable 
speaking to different individuals on the phone. 

2. Call each student and have them circle or write in the correct information. 

Are You Free? Activity
Review dates and times
Listen and record pertinent information 

Materials:
Are You Free? Dialogue

1. Before class, cut the Are You Free? Dialogue into strips—each student will receive one. Divide the class into 
a team A and a team B. Students in Team A will receive one strip and Team B will receive the other strip. 

2. Have students line up in their teams. Have Team A read the dialogue, while Team B writes down the 
appropriate time and date that their classmate said. When the questions are completed, switch with Team B 
posing the questions and Team A writing down the interview time.

3. As a class, review the answers. Select students to demonstrate in front of the class. 

Week 5
Phone Call / VESL

Return to VESL at a Glance
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A Call About An Interview – 2 
1. Caller’s name  

I’m sorry.  Could you repeat your name, please?  How do you spell that? 
 _______________________________________ 
 
 

2. Company’s name 
Excuse me. Could you repeat the name of your company, please?   
 

 Chipotle 
 Foodland 
 Walmart 
 Ace Parking 
 Hilton Delmar 
 U.S. Security 
 Subway 
 

3. Position 
I’m sorry. Could you repeat the position, please? 

 
 parking lot attendant        
 dishwasher        
 room attendant       
 stocker        
 cashier         
 security guard       
 crew member       
 server           
    

4. Interview date and time 
Excuse me. Could you repeat the date and time, please? 
 

 On ______________________ at __________________ 
  

5. Company’s address 
I’m sorry.  Could you repeat the address, please? 
 1099 E Main St, El Cajon 
 605 Fletcher Parkway, El Cajon 
 3880 Greenwood St, Spring Valley  
 645 Ash St, San Diego  
 

 
  

Phone Call Worksheet C
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Are You Free? Dialogue

You have an interview on February
8th at 2 pm. Are you free?

Are you free for an interview this 
Thursday at 8 am?

Your interview is scheduled for Friday, 
May 24th at 11 am. Can you make it?

Does August 11th at 4 pm work for 
you?

Your interview is scheduled for Friday, 
May 24th at 11 am. Can you make it?

Does August 11th at 4 pm work for 
you?

Your interview is scheduled for Friday, 
May 24th at 11 am. Can you make it?

Does August 11th at 4 pm work for 
you?

Your interview is scheduled for Friday, 
May 24th at 11 am. Can you make it?

Does August 11th at 4 pm work for 
you?

Your interview is scheduled for Friday, 
May 24th at 11 am. Can you make it?

Does August 11th at 4 pm work for 
you?

You have an interview on February
8th at 2 pm. Are you free?

Are you free for an interview this 
Thursday at 8 am?

You have an interview on February
8th at 2 pm. Are you free?

Are you free for an interview this 
Thursday at 8 am?

You have an interview on February
8th at 2 pm. Are you free?

Are you free for an interview this 
Thursday at 8 am?

You have an interview on February
8th at 2 pm. Are you free?

Are you free for an interview this 
Thursday at 8 am?
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The goal of Week 5 is to introduce 
students to job interviews. This 
critical topic is covered over Week 
5 and Week 6.  During Week 5, 
students focus on the pre-interview 
and interview time periods. The 
class should emphasize the 
importance of preparation and 
planning before the interview and 
how personal presentation and 
demeanor matter as much as a 
resume and skills. In addition, the 
classes should assist students 
to understand common interview 
questions and what types of 
answers employers expect. This 
mirrors interview vocabulary and 
practice that is occurring during 
Week 5 in VESL. Finally, students 
will learn the ways in which 
employers evaluate a candidate 
during an interview, including how 
employers evaluate appearance, 
body language, interview answers, 
and other aspects of the interview.

Week 5
WRT Learning Objectives

Job Interview Part I 
Discuss strategies to prepare for the job interview
Understand American culture and etiquette for job interviews 
Identify appropriate body language, apparel and use of time 
Understand what employers consider a good interview

Return to Table of Contents
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Job Interview Presentation Part I  
Discuss strategies to prepare for the job interview
Understand American etiquette and culture for job interviews 
Identify appropriate body language, apparel and use of time 
Understand what employers consider a good interview

Materials:
PowerPoint 
Interview Tips Handout 
Common Interview Questions 
Employer Interview Feedback Form 

1. The goal for Week 5 is to introduce students to the topic of job interviews, which will continue through  Week 
6. Using a PowerPoint to teach the introductory lesson, focus on the pre-interview and interview time periods. 
Key points to emphasize include the importance of preparation and planning before the interview, and how 
personal presentation and demeanor matter as much as a resume and skills.   
 
2. Help students understand common interview questions and what types of answers employers expect. This 
mirrors the vocabulary and interview practice that students are learning and doing in the VESL class. Instead 
of focusing on English, make sure that students understand conceptually the questions that are being asked. 
Explain why employers typically ask these questions- to make sure students will be a good fit for the position 
and that they have the needed skills and qualities to do a job well. Also, be sure to mention that these are 
common interview questions, but not all employers will ask the same questions or ask them in the same order, 
so it is important to learn the vocabulary and understand the questions. 
 
3. Finally, cover the ways in which employers evaluate a candidate during an interview, including how 
employers evaluate appearance, body language, interview answers, and other aspects of the interview. Some 
of the materials that you will use for this lesson will also be worksheets and handouts used in the VESL class. 

 

Week 5
Job Interview Part I / WRT

Return to WRT at a Glance
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2

From Harm to Home | Rescue.org

Congratulations – You Got an 
Interview!

3

From Harm to Home | Rescue.org

Acing the Interview: Overview
Before the Interview (Job Interviews Part I)

• Preparation is key
At the Interview (Job Interviews Part I)

• Presentation makes a difference
End of the interview (Job Interviews Part II)

• Being interactive is important
After the interview (Job Interviews Part II)

• Following-up makes you memorable
Types of Interview (Job Interviews Part II)

• Individual/Team/Group/Multiple

4

From Harm to Home | Rescue.org

Before the Interview

Gather information

• Research the company
• Read about issues/projects 

that are related to your position
• Understand the job 

description

5

From Harm to Home | Rescue.org

Before the Interview
Prepare your answers

• Look at potential questions and 
prepare answers to them

• Prevents you from being caught off 
guard

• Gathering information helps you 
prepare your answers, i.e.  “Why 
do you want to work for this 
company?”

• Video tape yourself and practice 
one on one

6

From Harm to Home | Rescue.org

Before the Interview
Pay attention to details

• Know the exact location 
and how long it takes to 
get there

• Have the correct spelling 
and pronunciation of 
interviewer

• Bring resume and 
references, just in case

7

From Harm to Home | Rescue.org

Before the Interview

Dress appropriately

• First impression is important!
• Do not wear anything distracting
• No strong cologne/smell
• Minimal make-up

Example PowerPoint WRT Week 5 1/2

Slide 1 Slide 2

Slide 3 Slide 4

Slide 5 Slide 6
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8

From Harm to Home | Rescue.org

At the Interview
The interview starts before you even meet
the interviewer!

• Arrive early (10-15 minutes)
• Turn cell phone off
• Have resume ready and accessible
• Express a positive and enthusiastic attitude
• Firm handshake
• Be polite to everyone
• Body Language

9

From Harm to Home | Rescue.org

At the interview
Body Language

Positive

 Relaxed body
 Sitting up straight
 Eye Contact
 Uncrossed legs
 Smiling

Negative
• Crossed arms
• Crossed legs
• Shaking your leg
• Taping your foot
• Looking at the floor
• Saying “umm” and 

“like” too often

10

From Harm to Home | Rescue.org

At the Interview

Some questions to consider:
• Tell me about yourselfا
• Why should I hire you?
• What is your greatest weakness?
• What is your availability?

11

From Harm to Home | Rescue.org

How Employers Evaluate a Candidate 
Activity

Example PowerPoint WRT Week 5 2/2

Slide 7 Slide 8

Slide 9 Slide 10
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Interview Tips  
INTERVIEW CHECKLIST 
 

PREPARING FOR THE INTERVIEW 

¥  Know something about the company  
- Products they sell 
- Services they provide  
¥  Prepare clothing. See Dress for Success  
- Repair hems and tears 
- Wash and iron  
¥  Follow appearance guidelines. See Appearance Information  
¥  Prepare data sheet. See Application Information  
¥  Verify the day, time and location of interview. Don't be embarrassed to ask for 
directions  
¥  Verify the interviewer's name, correct spelling and pronunciation  
¥  Give yourself a 20-30 minute leeway (so you won't be late!) but be prepared to walk in 
10-15 minutes early  
¥  Go alone! Even if you are picking up an application  

WAITING FOR THE INTERVIEW 

¥  Be patient  
¥  Be courteous, especially to the receptionist  
¥  Be aware of your actions, you may be observed  
¥  Read company literature, if available  

DURING THE INTERVIEW 

¥  Introduce yourself and state the position for which you are applying  
¥  Be aware of your body language  
S = Smile  
H = Handshake 
A = Appearance 
P = Posture  
E = Eye Contact  
¥  Let the employer guide the conversation and listen carefully to questions before 
responding  
¥  Use correct grammar and avoid slang  
¥  Be honest, positive and direct when responding to questions  
¥  Emphasize skills and qualifications  

Interview Tips Handout 1/2
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- Work/volunteer experience 
- Education 
- Training  
¥  Emphasize that you would be a valuable employee for the company or organization  
¥  Ask at least 2 questions of the interviewer regarding  
- Job duties and responsibilities 
- Opportunities for promotion 
- Training 
- Other/ Dress Codes or Requirements  
¥  Do not mention salary or benefits on the first interview  
¥  Do not smoke, chew gum, drink coffee/tea, or take any food, even if the interviewer 
does  

CLOSING THE INTERVIEW 

¥  Find out when a decision will be made  
¥  Initiate follow-up/call back  
¥  Thank the interviewer  
¥  Get their business card  

AFTER THE INTERVIEW 

¥  Record your impressions of the interview. What did you find out about the job?  
¥  Send a thank you letter within 24 hours of the interview  
¥  Follow through on follow-up/call back  
¥  Continue job search efforts 

	  

Interview Tips Handout 2/2



293
IRC in San Diego

Common Interview Questions 
 

1. What did you do before? 
 What was your previous job? 
 Tell me about yourself. 
 
 I was a stocker in a supermarket in Jordan for 2 years.  Before that, I was a 
cook in a restaurant.  I am eager to start working in the U.S.  I am flexible and I 
can work anytime. 
 
 I was a carpenter’s assistant in a furniture factory in Iraq for 1 year.   Before 
that, I was a construction worker.  I am eager to start working in the U.S.  I am 
flexible and I can work anytime. 
 
 I didn’t work in Iraq.  I was a student.  I am eager to start working in the 
U.S.  I am flexible and I can work anytime. 
 
 I didn’t work in Iraq.  I was a homemaker.  I cleaned my home and took 
care of my family.  Now I want to work.  I am eager to start working in the U.S.  
I am flexible and I can work anytime. 
 
 I didn’t work in Iraq.  I helped clean and organize my home.  Now I want to 
work.  I am eager to start working in the U.S.  I am flexible and I can work 
anytime. 
 
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________ 
 
  

Common Interview Questions 1/6
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More difficult 
 

 I came to the United States 1 month ago.  In Iraq, I graduated from college 
with a BA in history.  I worked for 10 years as a manager in the government.  I 
moved to Lebanon in 2010.  I didn’t work in Lebanon, but I want to work here in 
the U.S.  I am an experienced and hard worker.  I am eager to start working in the 
U.S. 
 

 I came to the U.S. in March 2013.  I didn’t work in Iraq.  I was a student.  I 
am very organized and a quick learner.  I am eager to start working in the U.S.  I 
am flexible and I can work anytime. 
 

 I graduated from high school in 2011.  I haven’t worked before but I want 
to work.  I am a fast learner and I am excited to start working in the U.S. 
 

 I moved to the U.S. in March.  I didn’t work in Iraq.  I was a homemaker.  I 
cleaned and organized my home.  I took care of my family.  I made my house a 
home.  Now I want to work outside of my home.  I am eager to start working in 
the U.S. 
 

 I was a cook in a restaurant for 8 years.  Then, I was a stocker in a grocery 
store for almost 2 years.  I am new to the U.S.  I don’t know the American work 
culture very well.  But, I am a fast learner and I am eager to start working in the 
U.S. 
 

 In Lebanon, I was a printing machine operator for 2 years.  I loaded and ran 
the printing machine.  I am efficient, reliable, and hardworking. 
 

 I made jewelry and decorations for clothing for 1 year.  I organized beads, 
created designs and product samples, and decorated shirts and other items.  I am 
creative, detail-oriented, and productive.   
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________ 

Common Interview Questions 2/6
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2. What are your strengths? 
 Why should I hire you? 
 

 I am quick, strong, and a team player.    
 

 I have good customer service skills and I am good at handling money.  I 
really like doing this job and I’m good at it. 
 

 I am friendly and helpful.  I am good with people. 
 
 

More difficult 
 I am organized and a quick learner.  When I was a student, I organized 
myself and my materials so that I could learn easily and quickly.  When I start 
working, I am sure I can do the same. 
 
 I am an experienced and reliable worker.  I know how to work hard and 
to be a team player.  I can also work well on my own. 
 

 I have good customer service skills.  I was a hair stylist in Iraq.  I like to 
help people look and feel good.  I am very friendly and creative.    
 
 

CHOOSE 3 
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 
 
 
 
 
 
 

Common Interview Questions 3/6
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3. What are your weaknesses? 
 

 My English isn’t good but I am a fast learner.  I study every day. 
 

 I didn’t work in the U.S. before but I did work.  I am a hard worker. 
 

 I didn’t work before but I am a fast learner and I want to work. 
 

 I didn’t do this job before but I have work experience and I am a fast 
learner. 
 

 I didn’t use a cash register before but I am a fast learner and I am good with 
money and computers. 
  

I don’t have a car but I know how to use the bus.  I will come on time. 
 

More difficult 
 My English isn’t perfect but I am working hard to make it better.  I learn 
something new every day. 
  

 I haven’t worked in the U.S. but I have worked before.  I am a hard worker. 
 

 I am new to the U.S.  I don’t know the American work culture very well. 
But I am a fast learner and I am eager to start working in the U.S. 
 

 I haven’t worked before but I am a fast learner and I want to work. 
 

 I haven’t done this job before but I have work experience, I’m a fast learner, 
and I’m confident I CAN do it. 
 

 I haven’t used a cash register before but I am a fast learner and I am good 
with money and computers. 
 

CHOOSE 3. 
___________________________________________________________________________ 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 

Common Interview Questions 4/6
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4. Why do you want to work at this company? 
 

 I am a customer here.  I like this business.  I would like to work here. 
 

 I heard good things about this company.  I heard that it is a good place to 
work. 
 

 I heard this is a good place to work.  I heard you have good managers and 
hardworking employees. 
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________ 
 

5. What are your goals?   
 What do you want to do in the future? 
 

 I want to ___________________________________________. 
    verb 
 
 

 I want to be the best employee you have!   
 

 I want to work.  I want to use my skills and get U.S. work experience.   
 

 I want to work.  And, I want to go to school and study in my free time. 
 
 

More difficult 
 I want to find a good job and stay with that job for a while.  I want to work 
hard at my job and prove myself and get promoted.   
 

 I am a serious and hard worker.  I want to work so that I can support myself.  
I want to get U.S. work experience and learn more English while I work.    
 

 I want to be the best employee you have!  I want use my skills and 
contribute to your business.   
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________ 

Common Interview Questions 5/6
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6. What is your availability?  
 When can you work?  When can you start?   
 

 I can work anytime.  I can start ASAP. 
 

 I am flexible.  I can start and work anytime. 
 

7. Do you have reliable transportation? 
  

 Yes, I do.  I have a car.   
 

 Yes, I do.  I know how to ride the bus.  I will be on time. 
 

8. Who referred you? 
 
 My employment specialist at the International Rescue Committee told me 
about this job.   
 

 My friend told me about this job. 
 

 I found this job on-line. 
 
9.  Do you have any questions for me? 
 

 Do I need a uniform?   
 

 When will you make a decision?  
 

 When will this position start? 
 

 What are the hours? 
 
 
10. What does customer service mean to you? 
 What is good customer service? 
 
 Customer service means to help customers, to make them happy.   
 

Common Interview Questions 6/6
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International Rescue Committee 
Employment Interview Feedback Form 

Interviewee:     Interviewer:  
 
Employer:             Position: Stocker 
 
APPEARANCE 
Did applicant look professional?     Yes:    No:   
Cleanliness (hair combed, clean shaven)    Yes:    No:   
Neat clothing (shirt tucked in, modest jewelry)   Yes:    No:   
 
INTRODUCTION       
Did applicant have good eye contact?    Yes:    No:   
Did applicant have a pleasant expression (smiling)?   Yes:    No:   
Did applicant have a firm handshake (strong or dead fish)?  Yes:    No:   
 
RESPONSES TO INTERVIEWER QUESTIONS 
Did applicant sit comfortably with good posture?   Yes:    No:   
Did applicant speak clearly and loudly?      Yes:    No:   
Did applicants’ answers fit the questions?    Yes:    No:   
Did applicants’ answers match job description?    Yes:    No:   
 Were answers too brief?     Yes:    No:   
 Were answers too lengthy?     Yes:    No:   
Did applicant ask to clarify questions if needed?   Yes:    No:   
 
PRESENTATION 
Did applicant show a positive attitude/ eagerness to work?   Yes:    No:   
Did applicant share good work habits: Reliable, punctual,  
hard working?        Yes:    No:   
   
APPLICANTS’ QUESTIONS 
Did applicant ask relevant questions, for instance:    Yes:    No:   

¥ What are the job duties? When job would start? 
¥ What would be the hours of work? 
¥ Were there any special requirements /clothing etc.? 
¥ When the decision would be made for the job? 

 
Areas for Improvement:  
 
 
 
Strengths:  
 

Employment Interview Feedback Form
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The goal of Week 5 is for students 
to gain practical examples of how 
to build good credit and to further 
define and discuss the benefits 
of it. One way the students are 
advised to build credit in the US is 
by applying for a loan. Loans are 
approached differently in various 
cultures, so it is important to offer 
insight on the general expectations 
of loan repayment and the pitfalls 
of missing payments. Using a 
PowerPoint as a visual, have 
students look at various examples 
of loans and discuss key terms, 
such as annual percentage rates, 
finance charge, amount financed 
and total payments. By looking at 
various loan examples students will 
be able to differentiate between 
loans they can and cannot afford. 
Also the class should review 
different credit card options, 
so students will understand the 
key terminology involved, such 
as credit limit, APR and credit 
available. Through comparing 
loans, students  will gain insight 
into the value of credit and keeping 
up with monthly payments. 

Week 5
FL Learning Objectives

Credit Basics Part II 
Understand how to establish good credit
Understand and identify their credit score and credit report

Assessment
Complete an assessment on Weeks 4 and 5 credit lessons 

Return to Table of Contents
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Credit Basics Part II Presentation 
& Activities
Understand how to establish good credit
Understand and identify their credit score and credit 
report

Materials:
PowerPoint 
How to Select a Good Credit Card Worksheet 
Credit Card Application Worksheet 
Credit Assessment 

Notes for the presentation and class activities: 
 
Slides 13-17 Class Activity: After going over the credit card examples, pass out the How to Select a Good 
Credit Card Worksheet and Credit Card Application Worksheet. Have students complete the exercises in pairs 
or small groups. As a class, review the students’ answers. 
 
Slides 18-21: These slides cover IRC’s credit building loans that students can apply for to help build their credit 
and establish good payment habits. For this loan, students are required to make monthly payments each month 
until the loan is paid off. The calendar also explains how repayment and disbursement work. After students 
pay the $100 loan, they can apply for the $300 loan. In order to receive a loan, students must complete the 
application process 
.  
Slide 22: Facilitate a class discussion. Sample questions are on the Example PowerPoint. 
 
After the presentation, activities and discussion, answer any remaining questions from students. Explain 
that they will take a test to measure what they learned about credit in Weeks 4 and 5. Pass out the Credit 
Assessment and have students complete it individually. 

VISA

1235  5678  91011  5555

JJ Smith  11/1/2018

Best Bank

001JJ Smith
123 Lane Drive
City, State

Receipt

Item 1   $10.50
Item 2    $5.00
Item 3   $45.00

Total    $60.50

Week 5
Credit Basics Part II / FL

Return to FL at a Glance
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2 

From Harm to Home | Rescue.org 

Things to consider 

When looking at credit and 
considering a loan, we need  to ask 
ourselves:  

 
¥  Can we afford the loan? 
¥  What is the interest? 
¥  What is the total cost of the loan?  

3 

From Harm to Home | Rescue.org 

Annual  
percentage  
rate 
+ + + + + + + + + 
+ + + +  
The cost of credit 
as a yearly rate. 
 
. 
20% 

Finance  
Charge 
 
+ + + + + + + + + 
+ + + +  
The dollar amount 
the credit will cost 
you. 
 
. 
$55.81  

Amount  
Financed 
 
+ + + + + + + + + 
+ + + +  
The amount of 
credit provided to 
you on you behalf.  
 

$500 

Total of  
Payments 
 
+ + + + + + + + + 
+ + + +  
The amount you 
will have paid after 
you have made all 
payments as 
scheduled.  

$555.8
1 Number of 

payments 
Amount of 
payment 

12 $46.32 

Loan Example 1 

4 

From Harm to Home | Rescue.org 

Loan Example 1 

5 

From Harm to Home | Rescue.org 

Loan Example 2 
Annual  
percentage  
rate 
+ + + + + + + + + 
+ + + +  
The cost of credit 
as a yearly rate. 
 
 

10% 

Finance  
Charge 
 
+ + + + + + + + + 
+ + + +  
The dollar amount 
the credit will cost 
you. 
 
 

$27.50 

Amount  
Financed 
 
+ + + + + + + + + 
+ + + +  
The amount of 
credit provided to 
you on you behalf.  
 

$500 

Total of  
Payments 
 
+ + + + + + + + + 
+ + + +  
The amount you 
will have paid after 
you have made all 
payments as 
scheduled.  

$527.5
0 Number of 

payments 
Amount of 
payment 

12 $43.96 

6 

From Harm to Home | Rescue.org 

Loan Example 2 

7 

From Harm to Home | Rescue.org 

Loan Example 3 
Annual  
percentage  
rate 
+ + + + + + + + + 
+ + + +  
The cost of credit 
as a yearly rate. 
 
 

20% 

Finance  
Charge 
 
+ + + + + + + + + 
+ + + +  
The dollar amount 
the credit will cost 
you. 
 
 

$110.7
5 

Amount  
Financed 
 
+ + + + + + + + + 
+ + + +  
The amount of 
credit provided to 
you on you behalf.  
 

$500 

Total of  
Payments 
 
+ + + + + + + + + 
+ + + +  
The amount you 
will have paid after 
you have made all 
payments as 
scheduled.  

$610.7
5 Number of 

payments 
Amount of payment 

24 $25.45 

Example PowerPoint FL Week 5 1/4

Slide 1 Slide 2

Slide 3 Slide 4

Slide 5 Slide 6
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8 

From Harm to Home | Rescue.org 

Loan Example 3 

9 

From Harm to Home | Rescue.org 

Loan Example 3 

Annual  
percentage  
rate 
+ + + + + + + + + 
+ + + +  
The cost of credit 
as a yearly rate. 
 
 

20% 

Finance  
Charge 
 
+ + + + + + + + + 
+ + + +  
The dollar amount 
the credit will cost 
you. 
 
 

$110.7
5 

Amount  
Financed 
 
+ + + + + + + + + 
+ + + +  
The amount of 
credit provided to 
you on you behalf.  
 

$500 

Total of  
Payments 
 
+ + + + + + + + + 
+ + + +  
The amount you 
will have paid after 
you have made all 
payments as 
scheduled.  

$610.7
5 Number of 

payments 
Amount of payment 

24 $25.45 

10 

From Harm to Home | Rescue.org 

Let’s compare the 3 loans 

Annual 
Percentag

e 	  
Rate	  

Months	  
Of 	  

Payment
s  	  

Monthly	  
Charge	  

Finan
ce 	  

Charg
e	  

Amoun
t 

Financ
ed	  

Applicati
on	  
Fee	  

Differen
ce	  

20% 12 $46.32 $55.8
1 

$500.
00 

$0.00 $555.8
1 

10% 12 $43.96 $27.5
0 

$500.
00 

$30.00 $527.5
0 

20% 24 $25.45 $110.
75 

$500.
00 

$0.00 $610.7
5 

11 

From Harm to Home | Rescue.org 

12 

From Harm to Home | Rescue.org 

Credit Card Example 1 

13 

From Harm to Home | Rescue.org 

Example PowerPoint FL Week 5 2/4

Slide 7 Slide 8

Slide 9 Slide 10

Slide 11 Slide 12
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14 

From Harm to Home | Rescue.org 

Credit Card Example 1 

15 

From Harm to Home | Rescue.org 

16 

From Harm to Home | Rescue.org 

17 

From Harm to Home | Rescue.org 

Credit Card Example #2   

18 

From Harm to Home | Rescue.org 

Store Credit Cards 

Store cards are often 
credit cards with higher 

interest rates than 
  .sdrac tiderc lamron

Stores will often offer discounts or 
specials to lure you into getting a store 

card.  
 

19 

From Harm to Home | Rescue.org 

Credit Building Loans 

Amount 
financed 

$100 $300 

Interest No interest No interest 

Processing fee $5 $15 

Monthly 
payment 

$21 $52.50 

Number of 
payments 

5 6 

Example PowerPoint FL Week 5 3/4

Slide 13 Slide 14

Slide 15 Slide 16

Slide 17 Slide 18
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20 

From Harm to Home | Rescue.org 

$100 Credit Billing Loan Payment 

Month 1 Month 2 Month 3 Month 4 Month 5 

$21 $21 $21 $21 $21 

21 

From Harm to Home | Rescue.org 

$300 Credit Building Loan 

Month 
1 

Month 
2 

Month 
3 

Month 
4 

Month 
5 

Month 
6 

$52.5
0 

$52.5
0 

$52.5
0 

$52.5
0 

$52.5
0 

$52.5
0 

22 
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Submit forms 
before the last 
week of the 
month.  

Pick up check 
at the  

beginning of 
the month.  

Pay the 1st or beginning of each month 
for 5 months. 

Example PowerPoint FL Week 5 4/4

Slide 19 Slide 20

Slide 21

23 

From Harm to Home | Rescue.org 

Discussion questions: 
 
1)  How much of your monthly budget can you afford 
to make in monthly payments? 
 
2)  What do you foresee you and your family taking 
out a loan for? 
 
3)  Where will you search for loans? 
 
4)  What are some questions you can ask at the bank 
when searching for a credit card or loan? 

Slide 22
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How to Select a Good Credit Card Worksheet
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Credit Card Application Worksheet
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Credit Assessment 1/4

Credit	  	  

1.	  Please	  match	  the	  following	  definitions	  with	  the	  number	  of	  the	  term	  on	  the	  right:	  

A.	  The	  dollar	  amount	  of	  interest	  that	  you	  pay	  over	  a	  certain	  
period,	  such	  as	  a	  month	  or	  a	  year.	  _____ 

شهھرر أأوو  ٬، مثللعلى مددىى فتررةة معيینة تددفع االفائددةة االتي منن كميیة االددووالررااتت
 . _____سنة

1. Revolving	  loan 
 
 

/ دداائررييقررضض متجدددد  

B.	  The	  smallest	  amount	  of	  money	  you	  can	  pay	  on	  a	  loan	  without	  
being	  charged	  a	  late	  fee	  _____ 

	متأخررةة ررسوومم ددوونن ددفع أأيي على االقررضض يیمكنكك أأنن تددفع مبلغ منن االمالل أأصغرر  

2. Interest 
 
	فائددةة  

C.	  The	  amount	  of	  time	  during	  which	  you	  do	  not	  have	  to	  pay	  
interest	  on	  a	  credit	  card.	  The	  grace	  period	  usually	  lasts	  20-‐30	  
days	  from	  the	  date	  your	  credit	  card	  statement	  is	  printed.	  _____ 

فتررةة . بططاقاتت ااالئتمانن االفائددةة على لددفع لمم يیكنن لدديیكك االووقتت االذذيي مقدداارر
	.بططاقة ااالئتمانن االخاصة بكك بيیانن ططبعتت منن تارريیخ يیووما 20- 30عاددةة تستمرر سماحح  

3. Finance	  Charge 

 

 االغرراامة االماليیة 

 

D.	  The	  maximum	  amount	  of	  money	  that	  you	  can	  borrow	  with	  a	  
credit	  card.	  _____ 

	. _____بططاقة ااالئتمانن مع يیمكنن أأنن تقتررضض االمالل االذذيي منن االحدد ااألقصى للمبلغ  

4. Credit	  Limit 

ااالئتماننحدد   

 

E.	  A	  loan	  that	  you	  repay	  in	  a	  series	  of	  regular	  payments,	  such	  as	  a	  
car	  loan	  or	  a	  home	  loan.	  _____ 

قررضض  أأوو قررضض سيیاررةة مثلل ٬،االددفعاتت االمنتظظمة في سلسلة منن لكك يیسدددد االقررضض االذذيي
	.االمنززلل  

5.	  Principal	  Balance 

 

	االررصيیدد االررئيیسي / ااالساسي  

F.	  The	  starting	  balance	  of	  a	  loan	  _____ 

	بدداايیة االررصيیدد للقررضض                      

6.	  Credit	  Card 

	بططاقة ااالئتمانن   

G.	  A	  common	  type	  of	  revolving	  loan.	  You	  can	  use	  a	  card	  to	  
borrow	  up	  to	  a	  certain	  credit	  limit.	  _____ 

قتررااضض االبططاقة ال يیمكنكك ااستخدداامم. ااوو االمتجددددةة االقررووضض االدداائررةة منن شائع ووهھھھناكك نووعع
	. _____معيینة حدد اائتمانن ما يیصلل االى  

7.	  Current	  Balance 

 

	االررصيیدد االحالي  

H.	  The	  amount	  of	  money	  that	  you	  owe	  on	  a	  credit	  card	  _____ 

		بططاقة ااالئتمانن  	مدديینوونن لكمم على  	االذذيي  	مبلغ منن االمالل    

8.	  Available	  Balance 

	االررصيیدد االمتووفرر  
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I.	  A	  loan	  that	  allows	  you	  to	  borrow	  up	  to	  a	  certain	  credit	  limit,	  
such	  as	  a	  credit	  card.	  You	  can	  continue	  to	  borrow	  as	  long	  as	  the	  
account	  remains	  open	  and	  you	  are	  below	  the	  credit	  limit.	  _____ 

بططاقة  معيینة٬، مثلل حدد اائتمانن قتررااضض ما يیصلل االىيیسمح لكك ال االقررضض االذذيي
أأقلل  ووأأنتت ال يیززاالل مفتووحا االحسابب ما دداامم ااالقتررااضض ااالستمرراارر فييیمكنكك . ااالئتمانن
	. _____ااالئتماني منن االحدد  

9.	  Minimum	  payment 

 

	االحدد ااالددنى للددفعة  

J.	  The	  amount	  of	  money	  you	  can	  still	  borrow	  on	  a	  credit	  card	  
_____ 

  _____ااالئتمانن على بططاقة الستمرراارر باستعاررتهھيیمكنكك اا مبلغ منن االمالل

	  

10.	  Grace	  period 

	فتررةة االسماحح  

K	  .	  A	  fee	  that	  you	  pay	  to	  borrow	  money	  based	  on	  a	  percentage	  of	  
the	  amount	  you	  borrow.	  ____	  

االمبلغ  منن على أأساسس نسبة مئوويیة القتررااضض االمالل تددفع االررسوومم االتيوو
	____ .ااقتررااضض االذذيي  

11.	  Installment	  loan	  

	  

	قررضض تقسيیطط مددةة ططوويیلة  

	  

	   	  

Credit Assessment 2/4
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2.	  Please	  review	  Wasan’s	  monthly	  budget	  below.	  She	  has	  worked	  at	  the	  same	  hotel	  for	  the	  past	  9	  
months.	  She	  works	  40	  hours	  every	  week	  and	  her	  supervisor	  is	  pleased	  with	  her	  work.	  Wasan	  has	  
managed	  to	  save	  $1,000	  over	  the	  past	  9	  months. 

كلل  ساعة  40فهھي تعملل. االماضيیة 9االل  في ااألشهھرر نفسهھ االفنددقق عملتت فيووسنن . أأددناهه ووسننل االشهھرريیة االميیززاانيیة يیررجى مررااجعة
.االماضيیة 9االل  خاللل ااألشهھرر$ 1000 قررررتت ووسنن اانن تووفرر أأسبووعع٬،  	  

Wasan	  has	  been	  pre-‐approved	  for	  a	  $4,000	  car	  loan	  at	  9.50%	  APR.	  Her	  monthly	  payment	  will	  be	  
$128.13.	  Can	  Wasan	  afford	  the	  loan?	   Yes	   No 

حصلتت ووسنن  على موواافقة مسبقة  للحصوولل على قررضض  $ 4000سيیاررةة   ٪.APR 9.50مع    
يیكوونن ووسووفف  رريیاشهھ ددفع   128،٬13 .$ يیمكنن  ووسنن  تحملل   نعمم    ؟سنووااتت 3لمددةة  االقررضض 

ال    
Income	   	   Expenses	  continued	   	  
	  	  Job	   $1,456	   	  	  Gasoline	   $150	  

Total	  Income	   $1,456	   	  	  Car	  insurance	   $65	  
Expenses	   	   	  	  Food	   $250	  
	  	  Rent	   $300	   	  	  Laundry	   $20	  
	  	  San	  Diego	  Gas	  and	  Electric	   $15	   	  	  Misc.	   $200	  
	  	  Cell	  Phone	   $50	   Total	  Income	   $1,456	  
	  	  Cable/Internet	   $15	   Total	  Expenses	   $1,085	  
	  	  Household	   $20	   Net	  Income	   $371	  
3.	  Please	  review	  Ibrahim’s	  monthly	  budget	  below.	  He	  has	  worked	  as	  a	  security	  guard	  for	  the	  past	  
three	  months.	  Ibrahim’s	  hours	  change	  one	  week	  from	  the	  next.	  Some	  weeks	  he	  works	  25	  hours,	  some	  
weeks	  he	  works	  40	  hours.	  Ibrahim	  does	  not	  have	  any	  money	  in	  savings. 

مررااجعةيیررجى  ميیززاانيیة  اابررااهھھھيیمم  ةاالشهھرريی  أأددناهه.  يیعمللكانن  اابررااهھھھيیمم  كحاررسس أأمنن  في ااألشهھرر  االثالثة  
االماضيیة. ساعاتت  إإبررااهھھھيیمم  تغيیيیرر  .منن أأسبووعع االى ااخرر  بضعة أأسابيیع  ووهھھھوو يیعملل  ساعة٬، 25  عددةة أأسابيیع  ووهھھھوو يیعملل   40 
ساعة. اابررااهھھھيیمم  ليیسس لدديیهھ  .لتووفيیررأأيي مبلغ ل   

Ibrahim	  would	  like	  to	  buy	  a	  laptop	  computer.	  He	  can	  buy	  the	  laptop	  on	  a	  credit	  card	  from	  Best	  Buy	  for	  
$1,100.	  The	  APR	  on	  the	  credit	  card	  is	  18.99%.	  His	  monthly	  payment	  will	  be	  $55.44.	  Can	  Ibrahim	  afford	  
the	  loan? 

االنسبة االمئوويیة  $ 1100بططاقة ااالئتمانن علىاالكمبيیووترر االمحموولل  شررااء اانهھ يیمكنن. جهھازز كمبيیووترر محموولل تررغبب في شررااء إإبررااهھھھيیمموو
؟لمددةة سنتيینن االقررضض تحملل إإبررااهھھھيیمم يیمكنن أأنن$ 44. ٬، 55شهھرريیا لهھ ددفع يیكوونن ووسووفف. ٪18.99ااالئتمانن هھھھي بططاقةل APRاالسنوويیة   	  

Income	   	   Expenses	  continued	   	  
	  	  Job	   $1064	   	  	  Bus	  Pass	   $72	  

Total	  Income	   $1064	   	  	  Food	   $250	  
Expenses	   	   	  	  Laundry	   $20	  
	  	  Rent	   $500	   	  	  Misc.	   $100	  
	  	  San	  Diego	  Gas	  and	  Electric	   $15	   	   	  
	  	  Cell	  Phone	   $40	   Total	  Income	   $1064	  
	  	  Cable/Internet	   $15	   Total	  Expenses	   $1032	  
	  	  Household	   $20	   Net	  Income	   $32	  
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5. Please	  answer	  the	  following	  true	  false	  questions	  

االتاليیة  	ااألسئلة  	علىاالررجاء ااإلجابة   
 

A.	  With	  a	  credit	  card,	  the	  dollar	  amount	  of	  interest	  I	  pay	  depends	  on	  the	  amount	  I	  owe.	  The	  more	  
money	  I	  owe,	  the	  more	  interest	  I	  pay.	   True	   False 

االفاددةة للددفع االمززيیدد منن٬، يینناالمدد االمززيیدد منن االمالل. أأنا مدديینن يیعتمدد على مقدداارر كميیة االمبلغ االمددفووعع للفائددةةااالئتمانن٬،  مع بططاقة  

خططأ   صحيیح.   

B.	   With	  a	  credit	  card	  or	  loan,	  a	  portion	  of	  my	  monthly	  payment	  goes	  to	  interest	  and	  a	  portion	  of	  my	  
monthly	  payment	  goes	  to	  pay	  down	  my	  balance.	   True	   False 

خططأ  صحيیح. االررصيیدد سدداادد يیذذهھھھبب إإلى االشهھرريي ددفعتي ووجززء منن للفائددةة يیذذهھھھبب االشهھرريي ددفعتي منن جززء٬، قررضض أأوو بططاقة اائتمانن مع  

C.	   Making	  late	  payments	  on	  credit	  cards	  and	  loans	  will	  hurt	  my	  score.	   True	   False 

خططأ   صحيیح.  االنقاططسووفف يیقللل ااوو يیؤؤثرر على  وواالقررووضض على بططاقاتت ااالئتمانن بالددفع تأخرر جعلل  

D.	  My	  credit	  score	  will	  improve	  more	  quickly	  if	  I	  keep	  balances	  on	  my	  credit	  cards	  low.	   True	   False 

. منخفضض بططاقاتت ااالئتمانن أأررصددةة ظظلل إإذذاا بسررعة أأكبرر تحسنن االخاصة بي (االنقاطط) ااالئتمانن ددررجة  صحيیح  خططأ    

E.	   I	  need	  loans	  or	  credit	  cards	  to	  build	  a	  credit	  score.	   True	   False 

خطط   صحيیح.  (االنقاطط)ددررجة ااالئتمانن لبناء ااالئتماننقررووضض أأوو بططاقاتت لل وولستت بحاجة  

F.	   If	  I	  open	  many	  new	  loans	  and	  credit	  cards	  in	  a	  short	  period	  of	  time,	  my	  credit	  score	  will	  
decrease. 

.تقلل (االنقاطط) ااالئتمانن االخاصة بي االووقتت٬، ددررجة فتررةة قصيیررةة منن في ووبططاقاتت ااالئتمانن االقررووضض االجدديیددةة االعدديیدد مننحتت فت إإذذاا  

صحيیح خطط     
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Week 5
CL Learning Objectives

Job Search Part I 
Increase their job search tools by becoming familiar with 
several websites and their interfaces 
Successfully able to create a username and password to 
begin an online job application
Name different search terms to find open positions online

Return to Table of Contents

After learning the basics of using a 
computer, the Internet, email, and 
other resources, students are ready 
to begin their job search. Week 5 is 
dedicated to teaching students how 
to look for and apply for jobs online, 
and how to follow up on them. They 
will become familiar with popular 
and effective job-hunting websites, 
and will create a username and 
password to use for their search. 
Emphasize the use of search terms 
and keywords so students can 
narrow down their results and find 
the job or jobs that fit them the most.
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33 
 

 

 “Job Searching” 
 

Job Searching      

When using searching engines, you need to focus on what job you are looking for. 
What role are you looking for- Cashier, Housekeeper, Assembler, Mechanic, Cook, Stock 
Clerk? 
Ask yourself: 
-What you have done in the past and did you enjoy it? 
-What skills or talents do you possess? 
-What schooling have you received? 

 البحث عن وظيفه

 .نبحث عنها الوظيفة التي التركيز على نوع نحتاج إلى البحث، محركات عندما نستخدم
 ،طباخ ؟ ميكانيكي، مدبرة منزل أمين الصندوق،، ما هو نوع الوظيفه المطلوب

 ؟به في الماضي واستمتعت به  قمتمالذي  اسأل نفسك
 ؟لديك التي المواهب أو ما هي المهارات

 ؟نوع التعليم الذي تلقيته

www.indeed.com 

1- (Indeed) is the easiest job search engine to use.  It also posts lots of good jobs so it is a 
great search engine to use. Go to www.indeed.com. 

 

1-  (Indeed)  كما تتوفر فيه الكثير من فرص العمل . لبحث يستخدم اليجاد وظيفهلمحرك أسهل
 www.indeed.com. ا ذهب الى الموقع التالي.جيدبحث  محركالجيدة لذلك هو 
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1.  In the “what” section, type in the type of job you are looking for.  For example, 
cashier or housekeeper.  Be sure to spell the job title correctly. 

2. In the “where” section, type in your zip code or the name of your city. 
3. Click on the blue button that says “Find Jobs.” 
4. You will see a list of available jobs that meet your criteria, similar to below.   

على سبيل المثال، أمين الصندوق أو مدبرة  .نوع الوظيفة التي تبحث عنها في مربع النوع، اكتب . 1
 تأكد من كتابه الوظيفه بشكل صحيح  .منزل

 .مربع اين ، اكتب في الرمز البريدي الخاص بك أو اسم مدينتكفي . 2
 .انقر على الزر األزرق الذي يقول البحث عن وظائف. 3
 .سترى قائمة الوظائف المتاحة التي تتوافق مع المعايير الخاصة بك، وفق الشكل ادناه. 4
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5. Look through the list of jobs.  When you see one that you are interested in, click on 
the name of the job. 

عند رؤية احدى الوظائف المعروضه تتالئم مع اهتماماتنا، انقر على  .ننظر من خالل قائمة الوظائف. 5
 .اسم الوظيفه

 

This will take you directly to an online application. Click on “Apply Now” and you can begin 
applying for the job. 

ويمكنك أن  "تطبيق اآلن"انقر على  .االنترنت الوظيفه على التطبيق الخاص بهذهسوف يأخذك مباشرة إلى 
 .التطبيق لهذه الوظيفهتبدأ 

Craigslist 

1. Go to: sandiego.craigslist.org 

   sandiego.craigslist.org إلى اذهب.1

 

2. Click on the word “jobs” on the right side of the page. 

 .في الجانب األيمن من الصفحة  "وظائف"انقر على كلمة .2
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3. In the section that says “search for,” type in the name of the job you are interested in 
(for example, security guard or dishwasher. 

4. Click on the “Search” button. 

على سبيل المثال حارس أمن، أو المهتم بها ، اكتب في اسم الوظيفة "البحث عن"الذي يقول  المربعفي .3
 .عامل لغسل الصحون

 ."ابحث"انقر على زر .4

 
5. You will see a list of jobs that are available in San Diego County.  Look at the locations in 

parentheses and make sure the job is not too far away.  For example, Oceanside is far 
from El Cajon so you would not want to choose that location. 

6. Click on a job that you are interested in.  The job posting will tell you how to apply for 
the job. 

على المواقع الموجودة بين األقواس والتأكد انظر  .سترى قائمة الوظائف المتوفرة في مقاطعة سان دييغو.5
لذلك النرغب    El Cajonأبعد ما يكون عن  Oceansideعلى سبيل المثال،  .من أن العمل لم يكون بعيدا جدا

 .في اختيار ذلك الموقع

كيفية التقدم بطلب للحصول على  سوف يقول لكالوظائف  اعالن.  بهاالوظيفه التي تهتم انقر على .6
 .ةالوظيف
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7. For example, this posting tells you to click on the link to apply for the job online.  
Sometimes the postings will ask you to apply in person at a certain address or to email 
or fax your resume.   

يق يطلب منك ان تنقر على الرابط لتقديم طلب للحصول على الموقع طبعلى سبيل المثال، هذا الت.7
 الموقع في بعض االحيان ان تصنع ايميل او فاكس في بعض األحيان سوف يطلب منك , االليكتروني للعمل

 .فيه السيرة الذاتيه لك

Filling Out Online Applications 

 ملئ استمارة التقديم للعمل عن طريق األنترنت

Online applications will sometimes require additional information which will enable 
you to complete applying process, for example: 

اتمام عملية التقديم،  عن طريق األنترنت معلومات اضافية والتي ستمكنك من للعمل تطلب ملئ استمارة التقديميس
 :        على سبيل المثال

 
 Addresses and phone numbers of all previous employers and schooling institutions  
 Names, phone numbers, and addresses of previous supervisors 
 Your social security number 
 A personality test 

 
Online applications require a login include a USERNAME and PASSWORD 

 يتطلب ملئ استمارة العمل بعض األحيان عمل كلمة المرور وتسجيل الدخول                                               
 

 It is useful to have two or three usernames and passwords that you use for all of your 
applications 
من المفيد ان يكون لديك اتنين او ثالت عناوين تسجيل الدخول وكلمة المرور والتي سوف تستخدمها في 
 جميع اإلستمارات                                                                                               

 Make your login something easy to remember such as a combination of your name and 
numbers that are significant to you. 

 
مزج اسمك مع ارقام مهمة لديك   مثل  ةوبسيط ةحاول ان يكون عنوان تسجيل الدخول و كلمة المرور سهل        

 
 Ex. User: "Yousif 1990" Pass: "Diana 2013"  Make sure that if your username or password uses 

capital letters, you use those capital letters each time you log in. This is called “case sensitive. 
 

"Yousif Hadad" Pass: "Diana 2013" :سبيل المثالعلى    
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Many applications require security questions that you will need if you forget 
your USERNAME or PASSWORD 

تتطلب أألجابة على اسئلة والتي ستحتاجها في حال نسيانك لكلمة  عملالعديد من استمارات التقديم على 
 المرور او عنوان تسجيل الدخول                                                                               
Examples of security questions are: 

 Who was your favorite teacher in elementary school? 
 In what city were you born? 
 What was the name of your first pet? 

:                                                                                     مثال على أسئلة األمان هي  
 من كان استاذك المفضل في المدرسة األبتدائية؟ 
 في أي مدينة ولدت؟ 
  حيوان اليف لديك؟ماكان اسم اول 

 
 

 

Yousif Hadad 

Diana 2013 
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Jobing 

1. Go to sandiego.jobing.com. 

 .sandiego.jobing.comالذهاب الى الموقع .1

 

2.  Type in the name of the job you are interested in and click “Search Jobs.”   

 ".وظيفة البحث عن" اكتب اسم الوظيفه التي ترغب بها في المربع  وانقر على زر.2

 

3. You will see a list of jobs.  Click on a position that you are interested in. 

 .انقر على اي وظيفه تكون مهتم بها .سترى قائمة من فرص العمل المتوفره.3

 
4. Click on apply now to start the online application. 

 .االنترنتانقر على التطبيق اآلن لبدء ملء الطلب على .4
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Using a company’s website to find jobs 

للعثور على وظائفمواقع الشركات استخدام   

1. Go to www.google.com. 
2. Search for the name of the company you are interested in working at. 
3. Click on “Search”  

  www.google.com إلى الذهاب.1

 اكتب او ابحث عن اسم الشركة ترغب في العمل بها. 2

 "البحث"انقر على  .3

 
 

4. Click on the link to go the company’s website.  Scroll to the bottom of the website and 
look for the section called “Jobs” or “Careers.”  

انتقل إلى الجزء السفلي من الموقع والبحث  .موقع الشركة على االنترنتانقر على الرابط للذهاب إلى .4
 ."وظائف" أو "عمل"عن مقطع يسمى 

 
5. Click on the link.  This will take you to the career page, where you can search for and 

apply for jobs online. 

عن طريق  ، حيث يمكنك البحث عن وظائفصفحه الوظيفه مباشره وسوف يأخذك إلى  انقر على الرابط.5
 .االنترنيت
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6.  Click on “Apply Now” to apply for a job online. 

 .لتقديم طلب للحصول على العمل عن طريق االنترنيت "تطبيق اآلن"انقر على .6

Other Job Search Sites 

 مواقع للحصول على وظائف

 

 www.snagajob.com 
 www.juju.com 
 www.monster.com 
 www.idealist.org 
 www.npworks.org 
 www.usajobs.gov 
 www.careerbuilder.com 
 www.simplyhired.com 

Week 5 Computer Handout 10/11



323
IRC in San Diego

 

43 
 

Other Tips for Finding Jobs Online 

 Use a variety of names and keywords to locate jobs.  For example, if you are 
interested in a cashier job, you can search: cashier, customer service, retail, clerk, 
teller, etc. 

 Change the options on the job search engine to get more specific results.  For 
example, on indeed.com, you can change your job search radius (from 25 miles to 10 
miles) or your salary requirements.  On craigslist.org, you can choose more specific 
locations (City of San Diego, North SD County, East SD County, etc.) or more specific 
job categories (food/bev/hosp, retail/wholesale, security, etc.). 

 If a company does not have a career section on their website, you can find their 
phone number and call them to ask how to apply for open positions.  Some 
companies only take in person applications. 

على سبيل  المراد البحث عنها وظيفةال لتحديدوالكلمات الرئيسية امجموعة متنوعة من األسماء  استخدم • 
عامل الصندوق، خدمة العمالء، أمين  :الصندوق، يمكنك البحث المثال، إذا كنت ترغب في وظيفة أمين

 .تجزئة، كاتب، صراف، الخ
 فيعلى سبيل المثال،  .محرك البحث للحصول على نتائج أكثر تحديدا خيارات العمل فيقم بتغيير  • 

أو متطلبات  (ميال 11ميال إلى 25من ) محيط العمل القريب عليك  يدتحد، يمكنك indeed.comالموقع 
شمال ,مدينة سان دييجو) اكثر تحديدا  ، يمكنك اختيار مواقع craigslist.org الموقعوعلى , وكميته راتبك

الغذاء، األمن، وما إلى )الوظائف أكثر تحديدا  تفاصيلأو ( ، الخشرق سان ديجوكاونتيكاونتي، سان ديجو
 (ذلك
االنترنت، يمكنك العثور على رقم هاتفهم،  في الموقع علىإذا كانت الشركة ليس لديها وظائف شاغرة  • 

 .تطبيقات خاصهبعض الشركات تأخذ ,المفتوحةعلى الوظائف لتقديم للحصول ا يهكيف لتسالهم
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Leading up to Week 6 students are 
building toward being able to answer 
formalized interview questions and 
to fill out entire applications. Week 
6 will continue to hone these skills. 
Students review key application 
and employment vocabulary in 
order to shift their focus to interview 
questions, while having a detailed 
understanding of their relevant skills 
and work experience. In Week 6 
students should be able to switch 
between past, present and present 
progressive tenses in order to 
answer interview questions. After 
several weeks of practicing the 
phone call with a potential employer, 
students should be able to set up 
their voicemail message so they can 
appropriately follow up with callers.

Week 6
VESL Learning Objectives

Foundation Building 
Review relevant employment vocabulary
Review a variety of job titles and their corresponding 
responsibilities 

Grammar
Strengthen comprehension of past and present tenses 
(review) 
Become introduced to present progressive tense

Interview
Respond to formalized interview questions 
Expand their answers from previous weeks’ prep questions

Phone Call
Complete Phone Call Worksheet D 
Record their personal voicemail box greeting in English 

Job Application
Fill out an entire job application

Return to Table of Contents



325
IRC in San Diego

Employment Vocabulary 
Review 
Review relevant employment vocabulary
Review a variety of job titles and their corresponding 
responsibilities

1. Check to ensure that students have a solid comprehension of the vocabulary words that you have given 
them during Weeks 1-5. Pass out a review or a quiz and have them work individually to assess their progress. 

2. For the Job Vocabulary Quiz, you can hand out a copy of the sentences translated into the students’ native 
language so that they have a better comprehension of the sentences’ meaning. It is more important that they 
can identify the English term that fits the definition and that they understand the concept versus being able to 
read the English sentence perfectly. 

3. Week 6 will be heavy on reviewing previous weeks’ lessons before concentrating on interview preparation.

Materials:
Application Vocabulary Review
or Job Vocabulary Quiz

Week 6
Foundation Building / VESL

Return to VESL at a Glance
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Application Vocabulary Review



327
IRC in San Diego

Job Vocabulary Quiz 1/2

Name: ___________________   Date: _____________________

Job Vocabulary Quiz

1. You must fill out an ___________________________  to apply for a job.
 

2. You are paid ________________________ for hourly work.

 
3. An ____________________ is someone who works for a company.

 
4. When you want to work more hours than your regular work schedule, you can ask for 
_________________.

5. When you decide to leave your job, you  ______________ your job. You must give two weeks notice.

 
6. The __________________ is the person you work for at your job.

 
7. Your __________________ is the time you work, or your schedule.

 
8. You are _______________ from your job when your manager asks you to leave permanently .

 
9. When you finish high school or college, you receive a ___________________ .

 
10. A _________________ is a document that lists your name, contact information, education and work 
experience. 

 
11. When an employer wants to meet with you about a job, he or she will call and schedule a 
______________ with you.

 
12. At a job, the people you work with are called __________________.

 
13. Sometimes an employer will ask you to take a _____________________ to see if you use illegal 
substances. 
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Job Vocabulary Quiz 2/2

14. An  employer may ask to do a ___________________ on you to see if your record is clean.  
 

15. Your work schedule, or the time you work, may be divided into  ____________________ , depending 
on when you work.

 
16. In a job application, you may be asked if you have ever been  ____________ of a ___________ , or if 
you have a criminal history.  

 
17. Some employers will ask you for a  _________________, or someone who knows you and can say 
good things about you.

18. During an interview, an employer may ask you if you are  ______________ to work in the United 
States.
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Zara’s Schedule 
Strengthen comprehension of past and present tenses 
(review)

1. Keep reviewing present and past tense this week to ensure that students know when to use each tense, and 
can employ both in a sentence. Pass out Zara’s Schedule Worksheet. Explain that this is Zara’s schedule from 
last week, and quickly go through her week.

2. Have the students go through the questions. Their answers should be in the past tense and complete 
sentences. Ask more questions to start a discussion, based on Zara’s schedule to get the students more 
comfortable with switching the verb tenses.

Materials:
Zara’s Schedule Worksheet

Present Progressive 
Become introduced to present progressive tense 

1. On the board draw a timeline to illustrate the tense. Explain that present progressive is describing an action 
that is taking place at the moment, but has no distinct end point. Give an example of this concept- “Every day I 
go to school.” versus “Right now I am going to school.” 

2. Next to your timeline, write “to be” + verb- ing. Ask the students, “What is the teacher doing right now?” 
Write examples on the board 

 The teacher is talking
 The teacher is writing
 Etc.

Have the students describe two things they or their classmates are doing. 

Materials:
Whiteboard
Pictures or Illustrations

Past Present
(now)

Future

Present Progressive

Week 6
Grammar / VESL

Return to VESL at a Glance
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Present Progressive Continued 

3. Have students break into groups. Pass out a different picture or illustration, depicting a scene to each 
group. Each group will write complete sentences to describe what is taking place in the picture. When they 
are finished writing, they will pass their picture to a different group and repeat the exercise. At the end of the 
activity, each group should share their ad-lib styled stories. 

Example Picture

Week 6
Grammar / VESL

Return to VESL at a Glance
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Activity: Discuss Zara’s Schedule (present/past tense) 

Objective: Students should be able to describe Zara’s schedule in the past tense (switching present to 
past). 

 

Questions 

1. When did Zara go to the doctor?                      Zara went to the doctor on Monday morning.  

2. How many times did Zara go to the gym last week? 

3. When did Zara have a party? 

4. Who did Zara see a movie with? 

5. When did Zara go to dinner with her parents? 

6. What did Zara do before her party? 

7. What did Zara do during the day on Thursday? 

Time Monday Tuesday Wednesday Thursday Friday Saturday Sunday 
Morning  

Doctor’s 
appointment 
 

 
Meet 
with 
boss 
 

 
Return 
library 
books 

 
Attend 
conference 

 
Go to 
gym 

 
Clean 
apartment 

 
Visit 
grandmother 

Afternoon  
Buy 
groceries for 
the week 
 

 
Go to 
the gym 

 
Go to the 
gym 

 
Attend 
conference 

 
Buy 
food for 
the 
party 
 

 
Cook, 
prepare 
for party 

 
Take nephew 
to the zoo 

Evening  
Movie with 
Dave 
 

 
Do work 
reports 

 
Dinner with 
girlfriends 

 
Do the 
ironing 

 
Dinner 
with 
parents  
 

 
Party  

 
Relax at 
home 

Zara’s Schedule Worksheet
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The Group Interview
Respond to formalized interview questions 
Expand their answers from previous weeks’ prep questions

1. Explain to the class that in Week 6 they are going to start preparing for an actual job interview. The 
questions that they have been working on in the prior weeks will be the foundation for the answers that they will 
give to potential employers during an interview. This week will allow the students to become more accustomed 
to the process and begin working on their “formal” answers. 

2. Break the class up into groups of four and have students take out their resumes. Have each student describe 
their previous employment to the other students while they take notes. Each student should share their job title, 
the company’s name or where they worked, number of hours, their job duties and dates of employment. 

3. Allow students to fill out the bottom portion of their worksheet before talking to their group members. 
Circulate the room, ask questions, and have students share their classmate’s previous work experience.

Materials:
The Interview Handout 
Students’ Resumes

Beginning Common Interview 
Questions
Respond to formalized interview questions 
Expand their answers from previous weeks’ prep 
questions

1. Explain to the students that in order to answer the “Tell me about yourself” interview question, they will need 
to combine a mix of their personal information, past work experience, strengths and skills. Explain that this 
question is a quick overview of them as a job applicant. 

2. Pass out the Common Interview Questions 1-3. Use your discretion as to how many questions you should 
cover per class, depending on the students’ levels and progression. As a class, read through each example 
answer. Discuss as a class, the key components of the answer. Also pass out the Useful Job Interview Phrases 
Handout, which has typical interview phrases that students can incorporate into their own answers. The 
sentences are also translated so students can completely comprehend the meanings.

3. At the bottom of the Common Interview Questions, there is a space for the students to compose their 
own response. Students should write their answers, using the Useful Job Interview Phrases, and share their 
responses with each other.  If you have higher level students, have them circulate the class and pretend to be 
the “interviewer.” 

Materials:
Common Interview Questions 1-3
Useful Job Interview Phrases Handout

Week 6
Interview / VESL

Return to VESL at a Glance
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The Interview Handout
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Common Interview Questions 1/4

Common Interview Questions 
 

1. What did you do before? 
 What was your previous job? 
 Tell me about yourself. 
 
 I was a stocker in a supermarket in Jordan for 2 years.  Before that, I was a 
cook in a restaurant.  I am eager to start working in the U.S.  I am flexible and I 
can work anytime. 
 
 I was a carpenter’s assistant in a furniture factory in Iraq for 1 year.   Before 
that, I was a construction worker.  I am eager to start working in the U.S.  I am 
flexible and I can work anytime. 
 
 I didn’t work in Iraq.  I was a student.  I am eager to start working in the 
U.S.  I am flexible and I can work anytime. 
 
 I didn’t work in Iraq.  I was a homemaker.  I cleaned my home and took 
care of my family.  Now I want to work.  I am eager to start working in the U.S.  
I am flexible and I can work anytime. 
 
 I didn’t work in Iraq.  I helped clean and organize my home.  Now I want to 
work.  I am eager to start working in the U.S.  I am flexible and I can work 
anytime. 
 
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________ 
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Common Interview Questions 2/4

More difficult 
 

 I came to the United States 1 month ago.  In Iraq, I graduated from college 
with a BA in history.  I worked for 10 years as a manager in the government.  I 
moved to Lebanon in 2010.  I didn’t work in Lebanon, but I want to work here in 
the U.S.  I am an experienced and hard worker.  I am eager to start working in the 
U.S. 
 

 I came to the U.S. in March 2013.  I didn’t work in Iraq.  I was a student.  I 
am very organized and a quick learner.  I am eager to start working in the U.S.  I 
am flexible and I can work anytime. 
 

 I graduated from high school in 2011.  I haven’t worked before but I want 
to work.  I am a fast learner and I am excited to start working in the U.S. 
 

 I moved to the U.S. in March.  I didn’t work in Iraq.  I was a homemaker.  I 
cleaned and organized my home.  I took care of my family.  I made my house a 
home.  Now I want to work outside of my home.  I am eager to start working in 
the U.S. 
 

 I was a cook in a restaurant for 8 years.  Then, I was a stocker in a grocery 
store for almost 2 years.  I am new to the U.S.  I don’t know the American work 
culture very well.  But, I am a fast learner and I am eager to start working in the 
U.S. 
 

 In Lebanon, I was a printing machine operator for 2 years.  I loaded and ran 
the printing machine.  I am efficient, reliable, and hardworking. 
 

 I made jewelry and decorations for clothing for 1 year.  I organized beads, 
created designs and product samples, and decorated shirts and other items.  I am 
creative, detail-oriented, and productive.   
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________ 
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Common Interview Questions 3/4

2. What are your strengths? 
 Why should I hire you? 
 

 I am quick, strong, and a team player.    
 

 I have good customer service skills and I am good at handling money.  I 
really like doing this job and I’m good at it. 
 

 I am friendly and helpful.  I am good with people. 
 
 

More difficult 
 I am organized and a quick learner.  When I was a student, I organized 
myself and my materials so that I could learn easily and quickly.  When I start 
working, I am sure I can do the same. 
 
 I am an experienced and reliable worker.  I know how to work hard and 
to be a team player.  I can also work well on my own. 
 

 I have good customer service skills.  I was a hair stylist in Iraq.  I like to 
help people look and feel good.  I am very friendly and creative.    
 
 

CHOOSE 3 
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 
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Common Interview Questions 4/4

3. What are your weaknesses? 
 

 My English isn’t good but I am a fast learner.  I study every day. 
 

 I didn’t work in the U.S. before but I did work.  I am a hard worker. 
 

 I didn’t work before but I am a fast learner and I want to work. 
 

 I didn’t do this job before but I have work experience and I am a fast 
learner. 
 

 I didn’t use a cash register before but I am a fast learner and I am good with 
money and computers. 
  

I don’t have a car but I know how to use the bus.  I will come on time. 
 

More difficult 
 My English isn’t perfect but I am working hard to make it better.  I learn 
something new every day. 
  

 I haven’t worked in the U.S. but I have worked before.  I am a hard worker. 
 

 I am new to the U.S.  I don’t know the American work culture very well. 
But I am a fast learner and I am eager to start working in the U.S. 
 

 I haven’t worked before but I am a fast learner and I want to work. 
 

 I haven’t done this job before but I have work experience, I’m a fast learner, 
and I’m confident I CAN do it. 
 

 I haven’t used a cash register before but I am a fast learner and I am good 
with money and computers. 
 

CHOOSE 3. 
___________________________________________________________________________ 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
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Useful Job Interview Phrases 1/2
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Useful Job Interview Phrases 2/2
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Full Application
Fill out an entire job application

1. Explain to the students that over the past few weeks they have been practicing filling out different sections of 
a job application and now it is time to complete an entire form. 

2. Have the students take out their resumes and pass out the English/Arabic Application. The translated 
version will help build the students’ confidence in their ability to complete an entire application. Students should 
keep this document as a reference to help them independently fill out real applications. Students should fill out 
the translated version.  

3. Later during the week, keep practicing many different types of applications in English only. Before each 
application exercise, have students request an application, practicing the dialogue that they learned earlier to 
simulate a conversation with a potential employer or business. 

Materials:
Fake Applications
English/Arabic Application
English Only Application
Students’ Resumes

Week 6
Job Application / VESL

Return to VESL at a Glance
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 Personal Information  االمعلوماتت االشخصيیة   

 

 أأسم االعائلة  

Last Name: __________________ 

 ااالسم ااالوولل

First Name: _____________ 

 ررقم االهھاتف  

Telephone: 
_________________ 

 االعنواانن  

Address: ____________________ 

____________________________ 

 االبريید اااللكترووني

Email Address: 

____________________________ 

City:                      
 _______________________االمديینة

State: 

 ______________________ االواليیة 

Zip Code:  

االرمز 
 ___________________االبريیديي

 

Are you legally authorized to 
work in the U.S.? 

Yes _____         No _____ 

لك قانونيیا االعمل في االواليیاتت  يیسمحهھھھل 
 االمتحدةة

 نعم ____           ال_____

 

Position applied for  االوظظيیفة االمطلوبة   

Position Desired  االوظظيیفة االمطلوبة 

________________________ 

Salary Desired االرااتب االمطلوبب     

_______________________ 

Part-time ____          Day _____ 

 ــــــــ ددوواامم صباحي      ـــــ  ددوواامم جزئي

Full-time  ____      Night  _____ 

 ______ ددوواامم مسائي  ـــــــــ ددوواامم كامل
 

Education Background  االتعليیم     

Name and Location 

 ااالسم وواالعنواانن

 

 

Dates Attended  تارريیخ بدء االدررااسة 

 

From: من 

To: االى 

Graduate  هھھھل تخرجت 

Yes ____ نعم     

No _____ ال    

Degree or Subject 

 شهھاددةة اامم موضوعع     

 

Work History االعمل االسابق      

Employer:            ااسم صاحب االعمل 

 

Address: االعنواانن                            
    

 

Job Title: 

 االمسمى االوظظيیفي

 

 

Salary: االرااتب       

Job Duties: االوظظائف االتي كنت تؤدديیهھا 

 

Reason for leaving: 

 سبب تركك االعمل

 

From: من        

 

To: االى            

Employer:            ااسم صاحب االعمل 

 

Address: االعنواانن                            
    

 

Job Title: 

 االمسمى االوظظيیفي

 

 

Salary: االرااتب       

Job Duties: االوظظائف االتي كنت تؤدديیهھا 

 

Reason for leaving: 

 سبب تركك االعمل

 

From: من        

 

To: االى            

 

References    االمرااجع  

Name: ااالسم                                                

Title:                                             االوظظيیفة 

Company:                 االشركة 

 

Telephone: ررقم االهھاتف                       

 

 

English/Arabic Application
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 Personal Information 

 

 

Last Name: __________________ 

 

First Name: _____________ 

 

Telephone: _________________ 

 

Address: ____________________ 

____________________________ 

 

Email Address: 

____________________________ 

City: 
_______________________ 

State: 
______________________ 

Zip: 
________________________ 

 

Are you legally authorized to 
work in the U.S.? 

Yes _____         No _____ 

 

Position applied for 

Position Desired  

________________________ 

Salary Desired 

_______________________ 

Part-time ____          Day _____ 

Full-time  ____      Night  _____ 
 

Education Background 

Name and Location 

 

 

 

Dates Attended 

From: 

To: 

Graduate 

Yes ____ 

No _____ 

Degree or Subject 

 

Work History 

Employer: 

 

Address: 

 

Job Title: 

 

 

Salary: 

Job Duties: 

 

 

 

 

Reason for leaving: 

 

From: 

 

To: 

Employer: 

 

Address: 

 

Job Title: 

 

 

Salary: 

Job Duties: 

 

 

 

 

Reason for leaving 

 

From: 

 

To: 

 

References  

Name: 

Title: 

Company: 

 

Telephone: 

 

 

English Only Application
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Fake Application 1/2
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Fake Application 2/2
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Phone Call Activity
Complete Phone Call Worksheet D

1. Continue to build on the previous weeks’ work with talking on the phone. Pass out the Phone Call  
Worksheet D. It is the same set up as the earlier weeks. Call students one at a time, having them fill out or 
circle the correct information. 

2. Go over the answers to check students’ work.

Materials:
Two telephones
Phone Call Worksheet D

Voicemail
Record their personal voicemail box greeting in English 

1. Explain to the students that in the US potential employers may try to reach them by calling. If they do not 
answer their phones, the employer may leave a message, so it is critical that they have their voicemails set up 
and have a recording in English so the caller will know it is their voicemail.

2. Play an example of a voicemail to the class:

 “Hello, you have reached Susan Smith’s phone, please leave me a message and I will get   
 back to you.”

Highlight the greeting, leaving your first and last name and the phrase “I will get back to you.”

3. Have students record, or write down a script to record later, a similar voicemail messages for their phones. 

4. Besides setting up their voicemails, explain to the students it will also be important to check and listen to 
their messages so they do not miss any opportunities. As an activity, record a message before the class that 
you can play aloud. Pass out the Voicemail Handout that has the recording written with blanks for certain 
information. Play voicemail twice then review answers for the blanks. 

 Example recording:
 “Hello, this is Emma Smith, I am calling to speak to Amal Gagy. I am from the Walmart in  
 Santee and I would like to set up an interview with you for sometime next week. Are you  
 free anytime Monday or Wednesday from 9:00 AM to 12:00 PM?  Please give me a call back at   
 858-555-2525. Thank you.”

Materials:
Voicemail Handout
Recording

Week 6
Phone Call / VESL

Return to VESL at a Glance
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Phone Call Worksheet D

A Call About An Interview – 3 
 

 
1. Caller’s name  

I’m sorry.  Could you repeat your name, please?  How do you spell that? 
 _______________________________________ 
 
 

2. Company’s name 
Excuse me. Could you repeat the name of your company, please?   
 

 _____________________________________________ 
 

3. Position 
I’m sorry. Could you repeat the position, please? 
 parking lot attendant       عامل في موقف االسيیاررااتت 
 dishwasher       عامل لغسل االصحونن 
 room attendant      عامل تنظيیف في االفندقق 
 stocker       مخزنن عامل في  
 cashier       ددخل وووللمس ااوو عامل   
 security guard      حاررسس أأمني 
 crew member      عامل في ططاقم االعمل 
 server        ناددلل   
    

4. Interview date and time 
Excuse me. Could you repeat the date and time, please? 
 

 On ______________________ at __________________ 
  
 

5. Company’s address 
I’m sorry.  Could you repeat the address, please? 
 1099 E Main St, El Cajon 
 605 Fletcher Parkway, El Cajon 
 3880 Greenwood St, Spring Valley  
 645 Ash St, San Diego   
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Voicemail Handout	  

	  

	  
Voicemail:	  	  
	  
	  
“Hello,	  this	  is	  ________	  __________,	  I	  am	  calling	  to	  speak	  to	  _________	  

__________.	  I	  am	  from	  the	  _____________	  in	  ____________	  and	  I	  would	  like	  to	  

set	  up	  an	  interview	  with	  you	  for	  sometime	  next	  week.	  Are	  you	  free	  anytime	  

__________	  or	  ____________	  from	  9:00	  ___	  to	  _______	  PM?	  Please	  give	  me	  a	  

call	  back	  at	  ______-‐_____-‐______.	  Thank	  you.”	  	  
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Week 6 is a continuation of Week 
5’s focus on job interviews. During 
the week, students will focus on 
what types of questions are helpful 
and appropriate to ask in an 
interview. Importantly, the students 
will engage in a discussion on the 
of types of questions that are not 
appropriate in a first interview. 
Students also learn how to properly 
follow up after an interview, 
including how to express thanks and 
check on their application status. 
Week 6 continues to build the 
students’ understanding of employer 
expectations by introducing the 
class to 15 characteristics that 
nearly all employers look for, 
regardless of position.

Week 6
WRT Learning Objectives

Job Interview Part II 
Recognize the different types of interviews 
Link their strengths and weaknesses into the interview 
Understand post-interview etiquette 

Employer Expectations 
Able to name several typical expectations of a US employer 

Return to Table of Contents
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Job Interview Presentation Part II  
Recognize the different types of interviews 
Link their weakness and strengths into the interview 
Understand post-interview etiquette 
Able to name several typical expectations of a US employer

1. Week 6 is a continuation of the previous week’s focus on job interviews. During this week, students will 
concentrate on types of questions to ask in an interview.  

2. Using a PowerPoint as a visual when covering this topic, emphasize the proper way to follow-up after an 
interview, including how to express thanks and how to follow-up about the position. 

3. After the presentation, lead a class discussion on what types of questions are not appropriate during a first 
interview.  Throughout the week continue to build the students’ understanding of employer expectations by 
introducing the class to 15 characteristics that nearly all employers look for, regardless of position.

 
Example PowerPoint WRT Week 6:

Materials:
PowerPoint 
15 Employer Expectations Handout

2

From Harm to Home | Rescue.org

End of Interview

ASK QUESTIONS!

When will a decision be 
made 

about the position?

Do I need any special clothing?
When will this job start?

What are some skills or abilities 
necessary for someone to 

succeed in this job?

3

From Harm to Home | Rescue.org

End of the Interview
Questions that you SHOULD NOT ask!

• What will my salary be?
• How are the benefits?
• How soon will I have the chance to advance?
• What are the hours like?
• How long are the lunch breaks?

Slide 1 Slide 2

Week 6
Job Interview Part II / WRT

Return to WRT at a Glance
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4

From Harm to Home | Rescue.org

After the Interview
Send a thank you note within one day of the interview

• Thank the interviewer for their time
• State again that you are very interested in the position

6

From Harm to Home | Rescue.org

Types of Interview: Team Interview
• You alone are interviewed by a panel of several 

employees of the company A
• A successful team interview is when you are 

interacting with each member of the panel

8

From Harm to Home | Rescue.org

Types of Interview: Multiple Interviews
Several interviews set up with different members of the 
company
• Second interviews usually means you are one of the 

few final candidates for the position.

5

From Harm to Home | Rescue.org

Types of Interviews:  One on One
• Most common type of interview
• Only one person interviewing you

7

From Harm to Home | Rescue.org

Types of Interviews: Group Interviews
Several candidates are interviewed at once

• Purpose is to see how you act in a team situation and 
how competitive you are

• Contribution is important!
• Your group may be given a task to perform

9

From Harm to Home | Rescue.org

Weaknesses and Strengths Interview 
Activity

Employer Expectations Activity

Example PowerPoint WRT Week 6 

Slide 3 Slide 4

Slide 5 Slide 6

Slide 7 Slide 8
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15 Employer Expectations Handout

What Employers Expect from You  
 ماذا يتوقع منك صاحب العمل 

TOP 15 CHARACTERISITCS EMPLOYERS WANT IN 
WORKERS 

 ان تتوفر في العامل  هاخمسة عشر ميزة صاحب العمل يريد
1. Report to work every time scheduled, on time, and ready for work. 

 ئُا وفي الوقت المحدديأألعالم عن المواعيد، الحضور للعمل مته 
2. Show initiative which means doing what needs doing without waiting to be 

told and always looking for more work to do and doing it. 
 اضهر انك خالقٌا و هذا يعني عمل ما هو مطلوب دون االنتضار الى من يعلمك 

 . و ان تسعي الى ان العمل اكثر وبأستمرار
3. Be well groomed-clean and neat hair and dress - and keep work station 

clean and neat. 
 ف و حافظ على نضافة و ترتيب مكان العملن بمضهر نضيف وشعر مصفك

4. Treat customers politely and keep them happy. 
 عامل الزبائن بأدب و اجعلهم سعداء 

5. When working, concentrate on what you are doing so you don't make a 
mistake. 

 .اثناء العمل، ركز على ما تقوم به من عمل لكي ال تقع في خطأ
6. Be honest. 

 كن صادقاٌ 
7. Develop good communication skills; ask questions; have an outgoing, 

friendly personality; let problems be known so they can be solved; SMILE!!! 
 خصية صدوقة و مرحة،حادثة و طرح األسئلة، ليكن لديك شطور مهارات الم

 . و افصح عن اي مشكلة في العمل و ايجاد حاٌل لها
8. Have an eagerness to learn new things about the job and new ways to do the 

job. 
لقيام به لليكن لديك الرغبة بتعلم االشياء الجديدة عن العمل و طرق جديدة   

9. Have a good attitude towards others and towards work (which means that 
you act as if you like your customers, co-workers, and job). 

 وهذا يعني بأن تتصرف بمحبة )  زمالئك و العمل ايجابيٌا تجاه ليكن لديك موقفاٌ 
 (.تجاه زبائنك و زمالئك و عملك

10. Develop the ability to get along with co-workers. 
 طور قابلية التأقلم مع زمالء العمل 

11. Work hard. 
 اعمل بجد
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Personal Weakness and Strengths Activity 
Link their strengths and weaknesses into the interview 

1. Pass out the Personal Qualities English & Arabic Handout. Let the students know that they should keep 
this handout to refer to when prepping for an interview. They do not need to memorize all of the vocabulary 
immediately, but it will be beneficial for them to eventually learn all of the adjectives.

2. Cut up the Personality Flash Cards. You can either just use the English cards or glue the translated words 
to the back of the English word, so that the students can flip over the card to refer to the word if they need a 
prompt on the definition.

3. Go over the “strengths and weakness” question with the class, answering any remaining questions. Divide 
the class into groups of four. Review the definitions of the characteristics and personality traits. Distribute a set 
of cards to each group. Each student picks two personality cards that describes him or her. Students should 
pick different cards from each other. 

4. Go around the room and have students share their two cards with the class. Make sure that when they share 
their cards, or strengths, that they try to use complete sentences.

5. Explain to the students now that they have communicated their strengths, they will share their weaknesses. 
Have the students brainstorm in their groups possible ideas for weaknesses. Again, go around the room and 
have students share their weaknesses with the class. Students learn possible responses for weakness in the 
VESL class. Make sure that when they offer their weakness responses that they also mention it conditionally. 
For example, “I don’t speak English well, but I am learning every day.”

Materials:
Personal Qualities English & Arabic 
Personality Flash Cards

Week 6
Job Interview Part II / WRT

Return to WRT at a Glance
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1 
 

Ambitious 
eager to achieve or 
obtain success, 
power, wealth, a 
specific goal, etc. 

 طموح
Flexible 
Adaptable to 
different situations 

 مرن

Artistic 
showing skill or 
excellence in area of 
art 

ذو حس 
 فني

Friendly 
like a friend; kind; 
helpful 

 ودود

Calm 
free from 
excitement or 
passion 

 هادئ
Hardworking 
busy; eager; full of 
purpose 

 مجد

Careful 
take pains in one’s 
work to do things 
correctly 

 Helpful حذر
willing to help متعاون 

Personal Qualities English & Arabic 1/5
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2 
 

Cheerful 
pleasant; in good 
spirits 

 مبتهج
Honest 
fair; able to be 
trusted 

 صادق

Committed 
to bind; pledge to 
specific task, action, 
work, or person 

 ملتزم
Humorous 
funny; able to 
make people 
smile/laugh 

 ظريف
ذو حس  

 فكاهي 

Confident 
sure of oneself; 
having  certainty 
about one's own 
abilities, 
correctness, 
successfulness, etc.; 
bold 

 واثق
Independent 
thinking or acting 
for oneself 

 مستقل

Considerate  
Showing kindly 
awareness for 
another's feelings, 
circumstances, etc. 
 

 راعيم
 لمشاعر
 اآلخرين

Open-Minded 
easy to accept new 
ideas or arguments 

ذو عقلية 
 فتحةتم

Personal Qualities English & Arabic 2/5
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3 
 

Consistent 
work quality is the 
same day to day 

 ثابت
بنفس 

الجودة 
 والعطاء

Organized 
order parts to a 
whole 

 منظم
 ومرتب

Cooperative  
Show willingness to 
work or act together 
for a common 
purpose or benefit. 
 

 متعاون

Outgoing 
interested in and 
responsive to 
others; friendly; 
sociable 

 أجتماعي

Creative 
original thought, 
expression; 
imaginative 

 مبدع
 وخالق

Patient 
bearing mean 
people and hard 
situations, calmly 
and without 
complaint, or 
anger 
 

 صبور

Dependable 
worthy of trust; 
reliable 

عتمد م
 عليه

موثوق و
 به

Productive 
getting things done 
in a timely manner 

 منتج

Personal Qualities English & Arabic 3/5
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Easy-Going 
calm and unworried; 
relaxed and rather 
casual 

 سلس
وسهل 
 التعامل

Punctual 
not late; prompt 

 دقيق
 بالمواعيد

Efficient 
performing in the 
best possible 
manner with the 
least waste of time 
and effort 

 Quick كفوء
acting fast سريع 

Energetic 
active, lively, 
spirited 

 نشيط

Responsible 
able; faithful; 
qualified; stable; 
trusty 
 

يشعر 
 يةلمسؤبال

Enthusiastic 
eager; passionate متحمس 

Serious 
characterized by 
deep thought; 
sincere 

 اد ج

Personal Qualities English & Arabic 4/5
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5 
 

Fast Learning 
Learn new tasks or 
jobs quickly 

سريع 
 التعلم

Strong 
especially able, 
competent, or 
powerful in a 
specific field or 
respect 

 قوي

 

   

 

 

 

 

 

 

 

 

 

Personal Qualities English & Arabic 5/5
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1 
 

Ambitious 
eager to achieve or obtain success, 
power, wealth, a specific goal, etc. 

Flexible 
adaptable to different situations 
 

 

Artistic 
showing skill or excellence in area of 
art  

Friendly 
like a friend; kind; helpful 

Calm 
free from excitement or passion 

Hardworking 
busy; eager; full of purpose 

Careful 
take pains in one’s work to do 
things correctly 

Helpful 
willing to help 

Personality Flash Cards 1/9
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2 
 

Cheerful 
pleasant; in good spirits 

Honest 
fair; able to be trusted 

Committed 
to bind; pledge to specific task, 
action, work, or person 

Humorous 
funny; able to make people 
smile/laugh 

Confident 
sure of oneself; having  certainty 
about one's own abilities, 
correctness, successfulness, etc.; 
bold 

Independent 
thinking or acting for oneself 

Considerate 
showing kindly awareness for 
another's feelings, circumstances, 
etc. 
 

Open-Minded 
easy to accept new ideas or 
arguments 

Personality Flash Cards 2/9
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3 
 

Consistent 
work quality is the same day to day 

Organized 
order parts to a whole 

Cooperative 
show willingness to work or act 
together for a common purpose or 
benefit.  
 

Outgoing 
interested in and responsive to others; 
friendly; sociable 

Creative 
original thought, expression; 
imaginative 

Patient 
bearing mean people and hard 
situations, calmly and without 
complaint, or anger  
 

Dependable 
worthy of trust; reliable 

Productive 
getting things done in a timely manner 

Personality Flash Cards 3/9
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4 
 

Easy-Going 
calm and unworried; relaxed and 
rather casual 

Punctual 
not late; prompt 

Efficient 
performing in the best possible 
manner with the least waste of time 
and effort 

Quick 
acting fast 

Energetic 
active, lively, spirited 

Responsible 
able; faithful; qualified; stable; trusty 
 

Enthusiastic 
eager; passionate 

Serious 
characterized by deep thought; 
sincere 

Personality Flash Cards 4/9

5 
 

Fast Learning 
Learn new tasks or jobs quickly 

Strong 
especially able, competent, or 
powerful in a specific field or 
respect 
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6 
 

 طموح مرن

ذو حس   ودود
 فني 

 هادئ مجد

تعاونم  حذر 

Personality Flash Cards 5/9
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7 
 

 مبتهج صادق

 ملتزم ظريف

 واثق مستقل

 عقلية ذو
 منفتحة

 يراعي
  اآلخرين

Personality Flash Cards 6/9
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8 
 

 ثابت منظم

 متعاون أجتماعي

 مبدع صبور

 يعتمد منتج
  عليه

Personality Flash Cards 7/9
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9 
 

 سلس دقيق

 فعال سريع

طينش مسؤول  

 متحمس جدي

Personality Flash Cards 8/9
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10 
 

 سريع قوي
    التعلم

 

Personality Flash Cards 9/9



367
IRC in San Diego

Return to Table of Contents

The purpose of the Week 6 FL 
class is to give the students an 
introduction to the purpose of 
taxes; a glance at how to file 
them and a deeper understanding 
of gross versus net income. 
Students learn why we pay taxes, 
who pays taxes and how to pay 
taxes. The class also familiarizes 
students with different important 
documents needed to file taxes 
once they are working. Week 6 is 
also a good opportunity to refer 
students to the IRC’s tax services 
so they understand that they have 
resources to assist them when filing 
their taxes.

Week 6
FL Learning Objectives

Taxes 
Understand the basic concept of taxes and why we pay them 
in the US
Differentiate between gross and net income, and identify 
where it is located on pay checks/pay stubs
Become familiar with W-2 and W-4 forms

Assessment 
Complete a W-4 form
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2

From Harm to Home | Rescue.org

What are taxes?

• The US Government collects money from 
all of the people and business in the 
country to pay for the governments 
expenses. The money we pay to the 
government is called TAXES.

• The Internal Revenue Service (IRS) is 
the governmental agency that collects 
taxes. 

Taxes Presentation
Understand the basic concept of taxes and why we pay them in 
the US
Differentiate between gross and net income, and identify where it 
is located on a pay checks/pay stubs
Become familiar with W-2 and W-4 forms

1. The purpose of the Taxes Presentation is to give students an overview to taxes and the difference between 
gross versus net income. It is important to emphasize why we pay taxes, who pays taxes and how to pay taxes. 
This presentation also gives you the opportunity to familiarize the students with different important documents 
that they will need to file taxes once they are working. In addition to the PowerPoint, distribute the examples of 
the W-2 and W-4, so that students can follow along as you explain the documents.

2. After the presentation, there is a Paystub Activity with simple questions the class can do together. As an 
assessment of the students’ learning, have them complete a blank W-4 form. Be sure to explain that they will 
need to know how to do this when they start a job. 
 
3. This class is also a good opportunity to refer clients to the IRC’s tax services so they will know how to 
access additional support when they file their taxes. 
 
Example PowerPoint FL Week 6:

Materials:
PowerPoint 
W-2 Example 
W-4 Example 
Paystub Example

3

From Harm to Home | Rescue.org

Two major types of Taxes:
Income Tax
• Income tax is taken from 

any money you earn from a 
job or a business you own. 

• The amount of income tax 
you pay depends on the 
size of your family and 
your income.

• The more money you earn, 
the more income tax you 
pay.

• If you are employed, your 
employer should take this 
out of your check 
automatically.

Social Security:
• If you and your spouse 

work for 10 years and pay 
this tax while you work, 
when you turn 65 years old 
and retire the government 
will send you a check.

• You will also get free 
medical insurance when 
you tire.

• If you are employed, you 
and your boss should each 
pay half of your social 
security tax.

• If you and your employer 
don’t pay these taxes you 
will not get the benefits.

Slide 1 Slide 2

Week 6
Taxes / FL

Return to FL at a Glance
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4

From Harm to Home | Rescue.org

Paying Taxes- Who, Why and How
Who?
• Any U.S. citizen or legal permanent resident 

(incl. refugee/“green card” holder)
• Earned income (from job or business) during 

previous year above certain amount (depends 
on family size)

• Even below that amount, you may still benefit 
from filing your taxes!

6

From Harm to Home | Rescue.org

Paying Taxes- Who, Why and How

• Average Earned Income Tax Credit (EITC) for 
IRC clients with children in 2013 = >$3,000

• Maximum EITC with three or more qualifying 
children in 2014 = >$6,000  
 how can you get it?

8

From Harm to Home | Rescue.org

Paying taxes – Why?

• Must show evidence of tax filing when:
• Buying a house
• Applying for a business loan

5

From Harm to Home | Rescue.org

Paying Taxes- Who, Why and How

Why?
• It’s the law
• You may get a refund or tax “credit” 
• You establish a history in the U.S. 
• Your taxes pay for important public services

7

From Harm to Home | Rescue.org

Paying Taxes- Who, Why and How

• Must file return to claim EITC
• Must meet certain conditions, incl.:

• Have earned income 
(within certain limits, which change every year)

• Not be a “qualifying” child of someone else
• Have at least one “qualifying” child OR
• Be between 25 and 65 years old (if you have no children)

• Additional rules/requirements may apply and depend on various 
factors, including family size, filing status, etc.

9

From Harm to Home | Rescue.org

Paying taxes – Why?
• Your taxes help pay for:

• Social services
• Police officers
• National defense
• Health care for the elderly
• Public education
• Financial aid for students

Example PowerPoint FL Week 6 1/3

Slide 3 Slide 4

Slide 5 Slide 6

Slide 7 Slide 8
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10

From Harm to Home | Rescue.org

Paying Taxes- Who, Why and How

How?
• What documents do you need?
• Who can help you file your taxes?

12

From Harm to Home | Rescue.org

At the End of the Year:
• You will receive a W-2 Form around January from your employer.
• This form will show how much you earned last year and how much 

tax you and your employer paid.

14

From Harm to Home | Rescue.org

Paying Taxes- Who, Why and How

11

From Harm to Home | Rescue.org

Important Tax Forms
When you are hired:

• Your employer should give you a W-4 Form. 
• This form asks questions about you, your spouse and 

your children.
• Your employer needs this information to decide how 

much tax to take out of your paycheck because the 
bigger your family the less tax you will pay. 

• You should only report children who live with you and 
who you provide more than half the money to support. 

13

From Harm to Home | Rescue.org

Paying Taxes- Who, Why and How

15

From Harm to Home | Rescue.org

Paying taxes – How?

• Paid tax preparation services
• Tax software (do-it-yourself)
• VITA sites (free)

• BEWARE OF SCAMS!
• Advance refund loans
• Higher refund than it should be
• Excessive fees

Example PowerPoint FL Week 6 2/3

Slide 9 Slide 10

Slide 11 Slide 12

Slide 13 Slide 14
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16

From Harm to Home | Rescue.org

Reminder: What will you need to 
complete your paperwork?
• Social Security Cards or photocopies of the cards for 

everybody in your family, including your children. 
• Copies of your tax forms from last year, if you have them. 
• Any paperwork you received from your job or somebody 

else about your income or taxes.
• You will need information for both you and your spouse. 

Husbands and wives should usually submit just one tax 
return for the whole family. 

18

From Harm to Home | Rescue.org

Class Activity: In 
groups discuss the 
answers:

1) How much is 
Jane’s hourly 
rate?

2) How much is 
Jane’s total 
Gross Pay?

3) How much is 
Jane’s total 
Net Pay?

20

From Harm to Home | Rescue.org

Discussion Questions
1)Who will you find to help you file your 

taxes?

2)Do you understand the difference 
between a W-4 form and a W-2 form.

3) Do you know how to read your 
paycheck?

17

From Harm to Home | Rescue.org

Understand your income: 
Gross vs. Net Income
Gross Income
• Gross income is your total 

income before Taxes.
• For example, if you make 

2,500 dollars a month, and 
pay 500 in taxes, 200 in 
medical and dental your 
gross income is 2,500 
dollars.

Net Income
• Net income is your pay after 

taxes and benefits expenses 
are taken out of your salary.

• For example, if you make 
2,500 dollars a month, and 
pay 500 in taxes, 200 in 
medical and dental your net 
income is 1,800 dollars.

19

From Harm to Home | Rescue.org

Paying taxes – How?

Example PowerPoint FL Week 6 3/3

Slide 15 Slide 16

Slide 17 Slide 18

Slide 19
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123-45-6789 

01-12345678910 

Cheap Eats Restaurant 
1234 Alley Street 
Anytown, CA 98765 

4321 

Joe Cook 
5678 Park Avenue 
Anytown, CA 98765 

$29,064.00 

$29,064.00 

$29,064.00 

$421.43 

$1,801.97 

$1,100 

CA          123-456789                             $29,064.00                $200.00                  $29,604.00                  $49.00                 CASDI 

W-2 Example
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Form W-4 (2014)
Purpose. Complete Form W-4 so that your employer 
can withhold the correct federal income tax from your 
pay. Consider completing a new Form W-4 each year 
and when your personal or financial situation changes.
Exemption from withholding. If you are exempt, 
complete only lines 1, 2, 3, 4, and 7 and sign the form 
to validate it. Your exemption for 2014 expires 
February 17, 2015. See Pub. 505, Tax Withholding 
and Estimated Tax.
Note. If another person can claim you as a dependent 
on his or her tax return, you cannot claim exemption 
from withholding if your income exceeds $1,000 and 
includes more than $350 of unearned income (for 
example, interest and dividends).

Exceptions. An employee may be able to claim 
exemption from withholding even if the employee is a 
dependent, if the employee:
• Is age 65 or older,

• Is blind, or

• Will claim adjustments to income; tax credits; or 
itemized deductions, on his or her tax return.

The exceptions do not apply to supplemental wages 
greater than $1,000,000.
Basic instructions. If you are not exempt, complete 
the Personal Allowances Worksheet below. The 
worksheets on page 2 further adjust your 
withholding allowances based on itemized 
deductions, certain credits, adjustments to income, 
or two-earners/multiple jobs situations. 
Complete all worksheets that apply. However, you 
may claim fewer (or zero) allowances. For regular 
wages, withholding must be based on allowances 
you claimed and may not be a flat amount or 
percentage of wages.
Head of household. Generally, you can claim head 
of household filing status on your tax return only if 
you are unmarried and pay more than 50% of the 
costs of keeping up a home for yourself and your 
dependent(s) or other qualifying individuals. See 
Pub. 501, Exemptions, Standard Deduction, and 
Filing Information, for information.
Tax credits. You can take projected tax credits into account 
in figuring your allowable number of withholding allowances. 
Credits for child or dependent care expenses and the child 
tax credit may be claimed using the Personal Allowances 
Worksheet below. See Pub. 505 for information on 
converting your other credits into withholding allowances.

Nonwage income. If you have a large amount of 
nonwage income, such as interest or dividends, 
consider making estimated tax payments using Form 
1040-ES, Estimated Tax for Individuals. Otherwise, you 
may owe additional tax. If you have pension or annuity 
iincome, see Pub. 505 to find out if you should adjust 
your withholding on Form W-4 or W-4P.
Two earners or multiple jobs. If you have a 
working spouse or more than one job, figure the 
total number of allowances you are entitled to claim 
on all jobs using worksheets from only one Form 
W-4. Your withholding usually will be most accurate 
when all allowances are claimed on the Form W-4 
for the highest paying job and zero allowances are 
claimed on the others. See Pub. 505 for details.
Nonresident alien. If you are a nonresident alien, 
see Notice 1392, Supplemental Form W-4 
Instructions for Nonresident Aliens, before 
completing this form.
Check your withholding. After your Form W-4 takes 
effect, use Pub. 505 to see how the amount you are 
having withheld compares to your projected total tax 
for 2014. See Pub. 505, especially if your earnings 
exceed $130,000 (Single) or $180,000 (Married).
Future developments. Information about any future 
developments affecting Form W-4 (such as legislation 
enacted after we release it) will be posted at www.irs.gov/w4.

Personal Allowances Worksheet (Keep for your records.)
A Enter “1” for yourself if no one else can claim you as a dependent . . . . . . . . . . . . . . . . . . A

B Enter “1” if: { • You are single and have only one job; or
• You are married, have only one job, and your spouse does not work; or                                   . . .
• Your wages from a second job or your spouse’s wages (or the total of both) are $1,500 or less.

} B

C Enter “1” for your spouse. But, you may choose to enter “-0-” if you are married and have either a working spouse or more 
than one job. (Entering “-0-” may help you avoid having too little tax withheld.) . . . . . . . . . . . . . . C

D Enter number of dependents (other than your spouse or yourself) you will claim on your tax return . . . . . . . . D
E Enter “1” if you will file as head of household on your tax return (see conditions under Head of household above) . . E
F Enter “1” if you have at least $2,000 of child or dependent care expenses for which you plan to claim a credit . . . F

(Note. Do not include child support payments. See Pub. 503, Child and Dependent Care Expenses, for details.) 
G Child Tax Credit (including additional child tax credit). See Pub. 972, Child Tax Credit, for more information.

• If your total income will be less than $65,000 ($95,000 if married), enter “2” for each eligible child; then less “1” if you                      
have three to six eligible children or less “2” if you have seven or more eligible children. 
• If your total income will be between $65,000 and $84,000 ($95,000 and $119,000 if married), enter “1” for each eligible child . . . G

H Add lines A through G and enter total here. (Note. This may be different from the number of exemptions you claim on your tax return.)  ▶ H

For accuracy, 
complete all 
worksheets 
that apply. {

• If you plan to itemize or claim adjustments to income and want to reduce your withholding, see the Deductions 
    and Adjustments Worksheet on page 2.  
• If you are single and have more than one job or are married and you and your spouse both work and the combined 
earnings from all jobs exceed $50,000 ($20,000 if married), see the Two-Earners/Multiple Jobs Worksheet on page 2 to 
avoid having too little tax withheld.
• If neither of the above situations applies, stop here and enter the number from line H on line 5 of Form W-4 below.

Separate here and give Form W-4 to your employer. Keep the top part for your records.

Form   W-4
Department of the Treasury  
Internal Revenue Service 

Employee's Withholding Allowance Certificate
▶  Whether you are entitled to claim a certain number of allowances or exemption from withholding is 

subject to review by the IRS. Your employer may be required to send a copy of this form to the IRS. 

OMB No. 1545-0074

2014
1        Your first name and middle initial Last name

Home address (number and street or rural route)

City or town, state, and ZIP code

2     Your social security number

3 Single Married Married, but withhold at higher Single rate.

Note.  If married, but legally separated, or spouse is a nonresident alien, check the “Single” box.

4 If your last name differs from that shown on your social security card, 

check here. You must call 1-800-772-1213 for a replacement card.  ▶

5 Total number of allowances you are claiming (from line H above or from the applicable worksheet on page 2) 5
6 Additional amount, if any, you want withheld from each paycheck . . . . . . . . . . . . . . 6 $

7 I claim exemption from withholding for 2014, and I certify that I meet both of the following conditions for exemption.
• Last year I had a right to a refund of all federal income tax withheld because I had no tax liability, and
• This year I expect a refund of all federal income tax withheld because I expect to have no tax liability.
If you meet both conditions, write “Exempt” here . . . . . . . . . . . . . . .   ▶ 7

Under penalties of perjury, I declare that I have examined this certificate and, to the best of my knowledge and belief, it is true, correct, and complete.

Employee’s signature  
(This form is not valid unless you sign it.)  ▶ Date ▶

8        Employer’s name and address (Employer: Complete lines 8 and 10 only if sending to the IRS.) 9  Office code (optional) 10     Employer identification number (EIN)

For Privacy Act and Paperwork Reduction Act Notice, see page 2. Cat. No. 10220Q Form W-4 (2014) 

W-4 Example 1/2
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Form W-4 (2014) Page 2 
Deductions and Adjustments Worksheet

Note. Use this worksheet only if you plan to itemize deductions or claim certain credits or adjustments to income.
1 Enter an estimate of your 2014 itemized deductions. These include qualifying home mortgage interest, charitable contributions, state 

and local taxes, medical expenses in excess of 10% (7.5% if either you or your spouse was born before January 2, 1950) of your 
income, and miscellaneous deductions. For 2014, you may have to reduce your itemized deductions if your income is over $305,050 
and you are married filing jointly or are a qualifying widow(er); $279,650 if you are head of household; $254,200 if you are single and not 
head of household or a qualifying widow(er); or $152,525 if you are married filing separately. See Pub. 505 for details . . . . 1 $

2 Enter: { $12,400 if married filing jointly or qualifying widow(er)
$9,100 if head of household                                               . . . . . . . . . . .
$6,200 if single or married filing separately

} 2 $

3 Subtract line 2 from line 1. If zero or less, enter “-0-” . . . . . . . . . . . . . . . . 3 $
4 Enter an estimate of your 2014 adjustments to income and any additional standard deduction (see Pub. 505) 4 $
5 Add lines 3 and 4 and enter the total. (Include any amount for credits from the Converting Credits to 

Withholding Allowances for 2014 Form W-4 worksheet in Pub. 505.) . . . . . . . . . . . . 5 $
6 Enter an estimate of your 2014 nonwage income (such as dividends or interest) . . . . . . . . 6 $
7 Subtract line 6 from line 5. If zero or less, enter “-0-” . . . . . . . . . . . . . . . . 7 $
8 Divide the amount on line 7 by $3,950 and enter the result here. Drop any fraction . . . . . . . 8
9 Enter the number from the Personal Allowances Worksheet, line H, page 1 . . . . . . . . . 9

10 Add lines 8 and 9 and enter the total here. If you plan to use the Two-Earners/Multiple Jobs Worksheet, 
also enter this total on line 1 below. Otherwise, stop here and enter this total on Form W-4, line 5, page 1 10

Two-Earners/Multiple Jobs Worksheet (See Two earners or multiple jobs on page 1.)
Note. Use this worksheet only if the instructions under line H on page 1 direct you here.
1 Enter the number from line H, page 1 (or from line 10 above if you used the Deductions and Adjustments Worksheet) 1
2 Find the number in Table 1 below that applies to the LOWEST paying job and enter it here. However, if 

you are married filing jointly and wages from the highest paying job are $65,000 or less, do not enter more 
than “3” . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2

3 If line 1 is more than or equal to line 2, subtract line 2 from line 1. Enter the result here (if zero, enter 
“-0-”) and on Form W-4, line 5, page 1. Do not use the rest of this worksheet . . . . . . . . . 3

Note. If line 1 is less than line 2, enter “-0-” on Form W-4, line 5, page 1. Complete lines 4 through 9 below to     
figure the additional withholding amount necessary to avoid a year-end tax bill.

4 Enter the number from line 2 of this worksheet . . . . . . . . . . 4
5 Enter the number from line 1 of this worksheet . . . . . . . . . . 5
6 Subtract line 5 from line 4 . . . . . . . . . . . . . . . . . . . . . . . . . 6
7 Find the amount in Table 2 below that applies to the HIGHEST paying job and enter it here . . . . 7 $
8 Multiply line 7 by line 6 and enter the result here. This is the additional annual withholding needed . . 8 $
9 Divide line 8 by the number of pay periods remaining in 2014. For example, divide by 25 if you are paid every two 

weeks and you complete this form on a date in January when there are 25 pay periods remaining in 2014. Enter 
the result here and on Form W-4, line 6, page 1. This is the additional amount to be withheld from each paycheck 9 $

Table 1
Married Filing Jointly

If wages from LOWEST 
paying job are—

Enter on  
line 2 above

 $0  -    $6,000  0
6,001  -    13,000  1

13,001  -    24,000 2
24,001  -    26,000 3
26,001  -    33,000 4
33,001  -    43,000  5
43,001  -    49,000  6
49,001  -    60,000  7
60,001  -    75,000  8
75,001  -    80,000  9
80,001  -  100,000  10

100,001  -  115,000  11
115,001  -  130,000  12
130,001  -  140,000  13
140,001  -  150,000  14
150,001 and over 15

All Others

If wages from LOWEST 
paying job are—

Enter on  
line 2 above

 $0  -    $6,000 0
6,001  -    16,000  1

16,001  -    25,000  2
25,001  -    34,000  3
34,001  -    43,000 4
43,001  -    70,000  5
70,001  -    85,000  6
85,001  -  110,000  7

110,001  -  125,000  8
125,001  -  140,000  9
140,001 and over 10

Table 2
Married Filing Jointly

If wages from HIGHEST 
paying job are—

Enter on  
line 7 above

$0  -   $74,000 $590
74,001  -   130,000 990

130,001  -   200,000 1,110
200,001  -   355,000 1,300
355,001  -   400,000 1,380
400,001  and over 1,560

All Others

If wages from HIGHEST 
paying job are—

Enter on  
line 7 above

$0  -   $37,000 $590
37,001  -     80,000 990
80,001  -   175,000 1,110

175,001  -   385,000 1,300
385,001 and over 1,560

Privacy Act and Paperwork Reduction Act Notice. We ask for the information on this 
form to carry out the Internal Revenue laws of the United States. Internal Revenue Code 
sections 3402(f)(2) and 6109 and their regulations require you to provide this information; your 
employer uses it to determine your federal income tax withholding. Failure to provide a 
properly completed form will result in your being treated as a single person who claims no 
withholding allowances; providing fraudulent information may subject you to penalties. Routine 
uses of this information include giving it to the Department of Justice for civil and criminal 
litigation; to cities, states, the District of Columbia, and U.S. commonwealths and possessions 
for use in administering their tax laws; and to the Department of Health and Human Services 
for use in the National Directory of New Hires. We may also disclose this information to other 
countries under a tax treaty, to federal and state agencies to enforce federal nontax criminal 
laws, or to federal law enforcement and intelligence agencies to combat terrorism.

You are not required to provide the information requested on a form that is subject to the 
Paperwork Reduction Act unless the form displays a valid OMB control number. Books or 
records relating to a form or its instructions must be retained as long as their contents may 
become material in the administration of any Internal Revenue law. Generally, tax returns and 
return information are confidential, as required by Code section 6103. 

The average time and expenses required to complete and file this form will vary depending 
on individual circumstances. For estimated averages, see the instructions for your income tax 
return.

If you have suggestions for making this form simpler, we would be happy to hear from you. 
See the instructions for your income tax return.

W-4 Example 2/2
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EXCELLENT EMPLOYER Earnings Statement
9876 ANYWHERE LANE Period Beginning: 11/23/14
ANYTOWN, CA 92199 Period Ending: 12/06/14

Pay Date: 12/06/14
619-123-4567

Taxable Marital Status: Single JON WORKER
Exemptions/Allowances: 1234 LABOR LANE
Federal: 3, $25 Additional Tax ANYTOWN, CA 92199
State: 2
Local: 2

Social Security Number: XXX-XX-1234

Earnings rate hours this period year to date
Regular 15.192 40 607.68 17324.54
Overtime 22.788 1.5 34.18 649.09
Holiday - - - 478.50
Vacation 15.192 40 607.68 945.22
Bonus - - - 20.00
Float - - - 544.54

Gross Pay 1249.54 19961.89

Deductions Statutory
Social Security Tax (6.2%) -77.44 1237.09
Medicare Tax (1.45%) -18.11 289.32
Federal income tax withholding -93.93 1498.40
CA SUI/SDI Tax (1%) -24.96 399.05
CA personal income tax (PIT) 40.07 639.60
Total Deductions: -174.37 4063.46

Net Pay 1075.17 15898.43

Paystub Example

Paystub Questions: 

1. What is Jon’s gross pay so far this year?

2. What is Jon’s net pay this year?

3. How many dollars will be subtracted from Jon’s gross pay for taxes?
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Week 6
CL Learning Objectives

Job Search Part II 
Continue to practice skills learned in Week 5 by searching for 
new online applications 
Complete the Job Search Scavenger Hunt Activity

Return to Table of Contents

Continuing where Week 5 left off, 
Week 6 aims at further improving 
students’ job searching skills. 
Use the scavenger hunt activity 
to increase students’ awareness 
of employment and application 
vocabulary, and make sure 
to emphasize keywords, job 
requirements, and other job-
specific qualities.
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	   Job	  Search	  Scavenger	  Hunt	  	  

	   	   	   	  

	  	  

Purpose:	  	  

To	  become	  familiar	  with	  internet	  job	  searches	  by	  using	  
sites	  like	  indeed.com,	  craigslist,	  and	  jobing.com	  	  to	  
search	  for	  housekeeping,	  security	  guard,	  and	  cashier	  
positions	  

Task	  1:	  Look	  for	  a	  housekeeping	  position	  	  

Directions:	  	  

1. Open	  the	  internet	  
2. In	  the	  browser	  type	  “indeed.com”	  
3. In	  the	  “what”	  field	  type	  “housekeeper”	  
4. Click	  “find	  jobs”	  
5. Find	  the	  housekeeping	  job	  closest	  to	  your	  

home.	  	  What	  Hotel	  is	  it	  at?_________________	  

Task	  2:	  Look	  for	  a	  security	  guard	  position	  

Directions:	  

1. Open	  the	  internet	  
2. In	  the	  browser	  type	  “sandiego.craigslist.org”	  	  
3. Open	  the	  link	  that	  says	  “security”	  in	  the	  jobs	  

category	  
4. Scroll	  through	  the	  jobs	  until	  you	  find	  a	  security	  

guard	  position	  
5. Find	  an	  entry-‐level	  security	  position	  with	  no	  

experience	  required.	  	  
6. Write	  something	  that	  IS	  

required:_________________________________
________________________________________
___	  

	  

Task	  3:	  Look	  for	  a	  cashier	  position	  

Directions:	  	  

1. Open	  the	  Internet	  
2. In	  the	  browser	  type	  

“sandiego.jobing.com/”	  
3. In	  the	  search	  field	  type	  “cashier”	  
4. Click	  “search	  jobs”	  
5. Find	  the	  highest	  paid	  cashier	  position	  
6. Write	  what	  the	  pay	  is	  for	  the	  this	  

position:	  ______________	  
	  

Job Search Scavenger Hunt Activity
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The overarching goal in Week 7 is 
for students to gain confidence in 
their interview skills and ability to 
answer formal interview questions. In 
an effort to avoid rote memorization 
and prepare the students to 
pose questions at the end of the 
interview, the students will practice 
asking “who, what, when, where, 
why, how” questions. The VESL 
classes mirror discussions in WRT 
by reviewing appropriate interview 
etiquette and body language to 
reinforce U.S. workplace culture and 
professionalism. Students continue 
to practice talking to employers by 
asking for applications along with 
advanced phone call practice. 

Week 7
VESL Learning Objectives

Grammar 
Continue to grow comprehension and understanding of past 
and present tenses (review) 
Effectively utilize the future tense 
Form information questions: Who, What, Where, When, Why 
and How

Interview
Appropriately answer all interview questions 
Review and comprehend American interview etiquette/body 
language
Explain what customer service means to them

Job Application
Request, complete and return a mock job application

Phone Call
Complete Phone Call Worksheet E

Return to Table of Contents



379
IRC in San Diego

Past and Present Tenses
Continue to grow comprehension and understanding of 
past and present tenses (review)

Materials:
Tense Review Worksheet 
Whiteboard

1. Keep reviewing the past and present tenses in Week 7, building off of the previous weeks’ lessons. Use a 
mixture of worksheets, role play and describing pictures and schedules. The goal is to relate the tenses to the 
students’ answers during the interview. Ensure the students have a solid understanding of these tenses before 
introducing the future tense.  
 
2. Distribute the Tense Review Worksheet. On the whiteboard, review the past and present tenses. Have 
the students fill in the blanks before creating their own sentences. Select students to share their answers, 
correcting grammar when necessary. The future tense sections of the worksheet can be saved for a review at 
the end of the week or later, after you have introduced it to students.

The Future Tense
Effectively utilize the future tense 

Materials:
Future Tense Intro Worksheet 
Whiteboard

1. This lesson will introduce the three different grammar structures for future tense. If you have a lower level 
class, let them know that they can practice using one structure at a time, but eventually should become familiar 
with all three. Explain to the students that being able to understand the different ways to express actions that 
are happening in the future will help with interview questions, including “What are your goals for the future?”
 
2. On the board, write examples of the tense constructions and examples: 
   
 will + verb  |  I will grade your tests tomorrow. 
  be + verb-ing  |  She is eating dinner at her parents’ house on Thursday 
  be going to + verb  |   We are going to the museum tonight.

3. Have students brainstorm as a class more examples of activities they will do in the evening. Write the 
contributions on the board, correcting grammar when needed. 

4. Distribute the Future Tense Intro Worksheet and have students complete it in pairs. Go over answers as a 
class.

Week 7
Grammar / VESL

Return to VESL at a Glance
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Tense Review 
Simple Present 
I drive to El Cajon every day. 
She usually gets up at 8 a.m. 
It is a sunny day. 
 

Past 
They went to a surprise birthday party on Sunday. 
She spoke Russian in class last week. 
Yesterday I ate two oranges. 
 

Present Progressive 
I am talking to you right now. 
Now she is looking out the window. 
We are studying English together. 
 

Future  
I am going to the store tomorrow.    
I am going to go to the store tomorrow 
I will go to the store tomorrow.    
 
She is making dinner for her friends on Saturday.   
She is going to make dinner for her friends on Saturday. 
She will make dinner for her friends.   
 
We are building a tree house next weekend. 
We are going to build a tree house next weekend. 
We will build a tree house next weekend. 
 
 
Practice 
 
1. I  _____________ to school at 9 a.m. every morning. 
                               come 
 

2. Yesterday I ___________ late. 
                                                       come 
 

3. They ___________________ shopping last Friday. 
                 go 
 

4. She _________________ to a surprise birthday party next August. 
                                            go 
 

5. We ________________ class work right now. 
                                           do 
 
6. He ________________ a new car last year. 
                                        buy 

Tense Review Worksheet 1/2
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7. My husband ______________ guacamole for a snack next Sunday. 
                                                              make 
 

8. He _________________________ to speak English right now. 
                                       try 
 

9. You ____________ late!   
            be 
 

Write your own sentences.     
 
Present tense (routine, every day) 
 

1.________________________________________________________________ 
 
2.________________________________________________________________ 
 
3.________________________________________________________________ 
 
Past (before now, yesterday) 
 

4.________________________________________________________________ 
 
5.________________________________________________________________ 
 
6.________________________________________________________________ 
 
Present Progressive (now) 
 

7.________________________________________________________________ 
 
8.________________________________________________________________ 
 
9.________________________________________________________________ 
 
Future (tomorrow) 
10._______________________________________________________________ 
 
11._______________________________________________________________ 
 
12._______________________________________________________________ 
 

Tense Review Worksheet 2/2



382
IRC in San Diego

Future Tense Intro Worksheet

Future Tense 
 

Will ___________ 
        verb 

 

Be Going To __________ 
                   verb 

 

Be __________ ing 
               verb                     
 
 
 

Examples 
She will eat dinner at 8 p.m. tonight. 
She is going to eat dinner at 8 p.m. tonight. 
She is eating dinner at 8 p.m. tonight. 

 
I think they will play soccer in the park tomorrow afternoon. 
I think they are going to play soccer in the park tomorrow afternoon. 
I think they are playing soccer in the park tomorrow afternoon. 

 
 

1. He __________________ to class tomorrow. 
                come 
 

2. They ____________________ to La Jolla on Saturday. 
                    drive 

 
3. My father ____________________ me next week. 

                                    call 
 

4. We __________________ to Balboa Park next Tuesday. 
                                go 
 

5. Our class ______________________ mock interviews soon. 
                                                  have 
 

6. Joe ____________________________ from UCSD next year. 
                                      graduate 
 

7. Nuha _______________________ her new job next week. 
                                       start 
 

8. Emad and Hisham ________________________ work readiness next week. 
                            teach 
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Future Tense: How We Really Say it!
Effectively utilize the future tense 
Practice pronunciation, conversation and listening skills 

Materials: 
How We Really Say It  
Worksheet

1. On the board write sentences in the three different structures used for future tense: 

  I will go to the park tomorrow.
  I am going to go to the park tomorrow.
  I am going to the park tomorrow.

Ask the students to read aloud the sentences. After several students speak, read the sentences in a natural, 
conversational speech.

2. Hand out the How We Really Say It Worksheet.  Go through the handout as a class and have students 
practice speaking using the contracted structures.  Have students create their own sentences at the end of 
each section.  

3. After this lesson, incorporate some of these contracted spoken forms when speaking with students, 
especially higher levels. If students use these forms in conversation, make sure they used properly.

Week 7
Grammar / VESL

Return to VESL at a Glance
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Future Tense 
How we REALLY say it! 

 
WILL 

¥ We usually contract will with personal pronouns (I, he, she, it, they, we) when we speak 
and write informally. 
 

Practice. 
1. I’ll go.  He’ll go.  She’ll go.  They’ll go. 
2. She’ll come to see us.  They’ll come to see us, too. 
3. We’ll do well on the driving exam. 
4. It’ll probably be a lot of fun. 

 
¥ We often contract will with nouns and other words (Bob’ll, food’ll, kids’ll, where’ll, 

when’ll, how long’ll) when we speak, but NOT when we write. 
 

Practice. 
5. Bob will be here soon. 
6. The food will be hot and spicy. 
7. Anna will come for lunch the day after tomorrow. 
8. The kids will go to their friend’s house after school. 
9. Who will be at the party? 
10. Where will you be tonight? 
11. How long will Betty be in Chicago? 
12. That will help. 
13. What will you do? 

 
 
GOING TO _________ = GONNA __________ 
 

¥ We contract going to + verb to gonna + verb (I’m going to go to the store = I’m gonna 
go to the store;  He’s going to go to school = He’s gonna go to school) 

 
Practice saying the following: 

1. I’m going to go.  I’m gonna go. 
2. He’s going to go.  He’s gonna go. 
3. She’s going to come to see us.  She’s gonna come to see us. 
4. We’re going to do well on the exam.  We’re gonna do well on the exam. 
5. Sam’s going to eat dinner at 9 p.m.  _____________________________ 
6. Betty’s going to drive her car.  _________________________________ 

How We Really Say It Worksheet
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The Invitation
Form information questions: who, what, where, when, 
why and how

Materials:
OPD, page 34 
Whiteboard

1. First cover the key vocabulary of who, what, where, when, why and how. To practice this concept, pass 
out a fake invitation to a party. Break the class up into pairs and have them examine the invitation. With 
their partners, students should practice asking questions about the party and answering them based on the 
invitation.  Example Questions: 

 What is the invitation for? 
 Whose birthday will be celebrated?
 What time is the party?
 Where is the party?
 How long is the party?

2. Pick a pair to demonstrate in front of the class. Example invitation:

Activity: The Invitation 

Objective: Practice asking and answering who, what, when, where, why and how question 

Activity: Have students in pairs looking at the invitation. Have them practice asking each other questions 
about the invitation to gather information.  

 
 
 
 

 

 

 

 

June 26 th, 2014  

11:00am – 3:00 PM  

Museum of Art,  

 Balboa Park  

RSVP (619) 202 -2020  
 

COME CELEBRATE AMAL 

You’re invited to celebrate Amal’s 40th Birthday with 
family and friends!  

Example questions: 

1) What is the invitation for?  

2) Whose birthday is will be celebrated?  

3) What time is the party?  

4) Where is the party?  

5) How long is the party? 

 

Week 7
Grammar / VESL

Return to VESL at a Glance
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Interviewing Dos and Don’ts
Review and comprehend American interview etiquette/
body language

Materials:
Poster Paper

1. The students should be covering interview etiquette in their WRT sessions. This activity will help review 
those lessons and give them an opportunity to discuss what is appropriate professional versus casual behavior 
in an interview.

2. Break the class up into groups and give each group a piece of poster paper. Each group should divide the 
paper into two columns, a “Should Do” and a “Should Not Do.”

 
   Bring your resumé  Be late

3. Have each group discuss and brainstorm ideas for each column. Have a student from each group compile 
the answers onto a master list. Go through the list as a class, and be sure to explain or discuss any etiquette 
that is universal versus cultural. 

You should do at an interview You should NOT do at an interview

Common Interview Questions II
Appropriately answer all interview questions
Explain what customer service means to them

Materials:
Common Interview Questions 4-10

1. Pass out the Common Interview Questions 4-10. Again, use your discretion as to how many questions you 
should cover per class, depending on the students’ levels and progression. As a class, read through each 
example answer. Discuss as a class, the key components of the answer. 

2. At the bottom of the worksheet, there is a space for the students to compose their own response. Students 
should write their answers and share their responses with each other.  If you have higher level students, have 
them circulate the class and pretend to be the “interviewer”. 

Week 7
Interview / VESL

Return to VESL at a Glance
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Common Interview Questions 4-10 1/2
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Common Interview Questions 4-10 2/2
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Interview Questions 
 

Questions 1, 2, 3 are all very similar.   If you ask one, decide whether you need to ask the others. 
 
1. Tell me about yourself.   
 
 
2. What is your previous work experience?   
 What was your last job?   

What work did you do on your last job? 
 What work did you do before? 
 
 
3. Why should we hire you?   
 
 
4. What are your strengths and weaknesses?  (if they already talked about strengths, just ask about weaknesses) 
 Tell me 3 strengths and 3 weaknesses. 
 
 
5. What is your availability? (it can mean either start date or days can work; try to get both if you want) 
 When can you start?   When can you work?  What days can you work? 
 (other related questions:  Can you work on the weekends?  At night?  Are you flexible?) 
 
 
6. Do you have reliable transportation? 
 How will you get to work?  Do you have a car? 
 
 
7. Who referred you? 
  
 
 
9. What are your goals? 
 What do you want to do in the future? 
 
 
 
10.  Do you have any questions? (They should have at least 1 – 2 questions.) 
 
  
 
For students who answer the above questions with relative ease 
 
11. What does customer service mean to you? 
 What is good customer service? 

Interview Questions
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Mock Job Application
Request, complete and return a mock application

Materials:
Application Language Match Worksheet
Blank job applications

1. As a review warm up, have the students complete the Application Language Match Worksheet. These terms 
should have been covered in VESL and in their WRT classes. As a class, go over the answers. 

2. Next, as a class, practice the dialogue to request an application. Have students then individually ask you for 
an application before handing them a blank form. 

3. Students should fill out the entirety of the document as best that they can. When they complete the 
application, they should hand it back to you still simulating that you are the potential employer. 

The Job Fair
Request, complete and return a mock application
Review and comprehend American interview 
etiquette/body language

Materials:
Whiteboard 
Sample Dialogue
Blank Job applications

1. Students should have learned about the concept of a job fair in their WRT classes. Reiterate to students that 
it is a great opportunity to meet potential employers. This activity is simulating a job fair so students will know 
what to expect and also a great way to review body language etiquette. 

2. Select three to five higher level students to be “company representatives” at a job fair. Select companies that 
are appropriate to you students (examples: Walmart, Chipotle, Tyson, etc.). Write the companies on the board 
and inform the students of the possible positions that may be open at each company: cashier, sales associate, 
dishwasher, housekeeper, front desk, shift scheduler, waiter, etc. 

3. Send the company representatives to different sections of the room with copies of applications. Review 
common job fair conversations and questions (note, not a full interview) and practice interview body language 
and greetings. 

4. After reviewing, give the class a time limit and remind them to visit the companies they are the most 
interested in first in case they run out of time. Students should visit the companies, practice their greetings, ask 
about open positions and obtain applications. 

5. When time is called and the “job fair” is over, give students time to fill out at least one of their applications.

Week 7
Job Application / VESL

Return to VESL at a Glance
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Application Language Match Worksheet

Application	  Language	  
Write	  the	  correct	  word	  on	  the	  left	  in	  front	  of	  the	  letter	  on	  the	  right.	  	  

1.	  	  	  	  	  benefits	   __________	  	  a.	  	  	  	  more	  than	  40	  hours	  in	  a	  week	  

2.	  	  	  	  	  residence	   __________	  	  b.	  	  	  	  	  	  	  	  	  	  	  	  	  	  5’	  4”	  

3.	  	  	  	  	  salary	  range	   __________	  	  c.	  	  	  xxx-‐xx-‐xxxx	  

4.	  	  	  	  	  marital	  status	   __________	  	  d.	  	  	  1st	  –regular,	  days	  	  

	   	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  2nd	  –swing,	  afternoon,	  evenings	  
	   	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  3rd	  –graveyard,	  nights	  	  	  

5.	  	  	  	  	  date	  available	   __________	  	  e.	  	  	  bad	  eyes,	  bad	  ears,	  back	  trouble	  

6.	  	  	  	  	  temporary	  job	   __________	  	  f.	  	  	  sewing	  school,	  ESL	  class,	  OJT	  class	  

7.	  	  	  	  skill	  
__________	  	  g.	  	  	  $9.00	  -‐	  $12.00	  per	  hour	  

8.	  	  	  	  	  physical	  limitations	   __________	  	  h.	  	  	  employment	  specialist,	  teacher,	  	  
	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  boss,	  friend,	  job	  counselor	  

9.	  	  	  	  	  relationship	   __________	  	  i.	  	  June	  2011	  -‐	  August	  2011	  (short	  time)	  

10.	  	  SS#	  /	  SSN	   __________	  	  j.	  	  	  planning,	  problem	  solving,	  	  

11.	  	  height	   __________	  	  k.	  	  	  having	  been	  in	  jail	  or	  prison	  

12.	  	  punctual	   __________	  	  l.	  	  	  633	  S.	  Mollison	  Ave.,	  Apt.	  #22	  

13.	  	  citizenship	   __________	  	  m.	  	  Full-‐time	  –	  June	  1999	  to	  May	  2013	  	  

14.	  	  felony	  conviction	   __________	  	  n.	  	  	  paid	  vacation,	  sick	  leave,	  insurance	  

15.	  	  overtime	   __________	  	  o.	  	  	  	  Iraqi,	  Somali,	  Afghan,	  Vietnamese	  

16.	  	  permanent	  job	   __________	  	  p.	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  on	  time,	  not	  late	  

17.	  	  shift	   __________	  	  q.	  	  	  	  when	  you	  can	  start	  work	  

18.	  	  training	   __________	  	  r.	  	  	  married,	  single,	  divorced,	  widow	  

	  

height	  
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Activity: The job fair 

Objective: Students will review professional etiquette, common interview conversations and how to ask 
for an application.  

Steps: 

 Select three-five higher level students to be the company representatives for the job fair. Select 
companies appropriate to your students job hunt (ex. Walmart, Chipotle, Tyson etc.) 

 Write the companies on the board and inform the students the possible positions that may be 
open at each company (ex. Cashier, sales associate, dishwasher, housekeeper, front-desk, shift 
scheduler, waiter, etc). 

 Send the company representatives to different sections of the room with copies of applications.  
 Review common job fair conversations/questions (NOT A FULL INTERVIEW) but a great way to 

practice interview body language and greetings.  
 After reviewing dialogue, give the class a time limit and remind them to visit the companies they 

are the most interested in first in case they run out of time. Students should visit the companies, 
practice their greeting and asking about open positions, and obtain applications.  

 After the “job fair” is complete, give students time to fill out at least one of their applications. 

Sample Dialogue: 
 
Job Seeker: Hello. How are you? 
 
Employer: I am fine, thank you. And you? 
 
Job seeker: I am fine, too. My name is Hanaa Qays, I am very interested in working for Walmart. Are you 
hiring? 
 
Employer: It’s nice to meet you Hanaa, I am Rita. Yes, we are hiring. We are looking for a cashier 
and a stock clerk.  
 
Job Seeker: Great! In Iraq I worked at a grocery store for three years. I stocked products, helped 
customers and worked at the cash register.  May I have an application? 
 
Employer: Yes, here you go.  
 
Job Seeker: Thank you very much. Do you have a business card? 
 
Employer: Yes, here it is. It was very nice to meet you. 
 
Job Seeker: Nice to meet you, too. Thank you for your time.  
 
 
 

Job Fair Sample Dialogue
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Blank Job Application

Please read carefully the section below before signing
I certify that I have read and fully completed this form and that the information contained herein is correct to the best of my knowledge. I understand that any
omission or false information is grounds for dismissal. I authorize the references listed on this application to give the franchisee any and all information concerning
my previous employment and pertinent information they may have, personal and otherwise. I understand that as a part of the procedure for my employment
application an investigative consumer report may be made by the franchisee concerning my character, general reputation, personal characteristics and mode of living.
This independent SUBWAY® franchise is an Equal Opportunity Employer. Various federal, state, and local laws prohibit discrimination on account of race, color,
religion, sex, age, national origin, disability or veterans status. It is this franchisee responsibility to comply fully with these laws, as applicable.

For General Restaurant Work. This web page is maintained by Doctor's Associates Inc.
and offered as a resource to participating Franchisee. Franchisees establish their own human resources policies
and make their employment decisions based on information helpful to them in operating their restaurant..

Employment Form:

First Name: Middle Initial:

Street Address: ApartmentNumber:

City State: Zip Code:

Phone Number:

Are legally able to be employed in this country (If hired, verification will be required by law)? Yes No

If YES, when/where:Have you ever worked for a SUBWAY® Sandwich Shop before: Yes: No:

Total hours available per week:

Are you 16 years of age or over (proof of age or work permit may be required?): Yes No

School Name, Ctiy, State Years Attended Degree/Courses

High School:

Cell Phone Number:

What type of position are you seeking? Part-Time Full-Time Seasonal Temporary
Are you able to meet the attendance requirement of the position? Yes No

Date available to start work:

Monday Tuesday Wednesday Thursday Friday Saturday Sunday

College:

Activities / Other Training:

List below your most recent employers, beginning with the most recent one.

Company: Address:

Phone Number:Supervisor:Job Title:

Date Left:

Salary or Wage: End

Date Started: Salary or Wage: Start

Reason for leaving:

Hourly Weekly Yearly

Hourly Weekly Yearly

Company: Address:

Phone Number:Supervisor:Job Title:

Date Left:

Salary or Wage: End

Date Started: Salary or Wage: Start

Reason for leaving:

Hourly Weekly Yearly

Hourly Weekly Yearly

References (Please do not use family members):
Name: Relation: Phone Number: Years Known:

Completing this field is required for your application to be considered. I acknowledge that I am applying for employment with an independently 
owned and operated SUBWAY® franchisee, a separate company and employer from Doctor's Associates Inc and any of its affiliates.
Signature: Date:

3820394021

Last Name:

Print Reset
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Phone Call Activity
Complete Phone Call Worksheet E

Materials:
Two telephones
Phone Call Worksheet E

1. Similar to the previous weeks, this exercise has the same set up except the students will need to write down 
more of the important information. Pass out the Phone Call Worksheet E, and repeat the instructions as the 
prior weeks. Students should attempt to write down the answers for all of the questions except for the address.

Week 7
Phone Call / VESL

Return to VESL at a Glance
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A Call About An Interview – 4 
 

 
1. Caller’s name  

I’m sorry.  Could you repeat your name, please?  How do you spell that? 
 _______________________________________ 
 
 

2. Company’s name 
Excuse me. Could you repeat the name of your company, please?   
 

 _____________________________________________ 
 

3. Position 
I’m sorry. Could you repeat the position, please? 
 
 ______________________________________________ 
    

4. Interview date and time 
Excuse me. Could you repeat the date and time, please? 
 

 On ______________________ at __________________ 
  
 

5. Company’s address 
I’m sorry.  Could you repeat the address, please? 
 1099 E Main St, El Cajon 
 605 Fletcher Parkway, El Cajon 
 3880 Greenwood St, Spring Valley  
 645 Ash St, San Diego   

Phone Call Worksheet E
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The goal of Week 7 is for students 
to understand their rights as 
an employee. Week 7 classes 
introduce basic employee rights, 
including schedules, breaks, 
overtime and minimum wage. 
Students need to understand that 
these rights are guaranteed by 
law and understand what to do 
should they find themselves in a 
situation where their rights are not 
respected. Mirroring discussions 
in the FL class, the WRT classes 
teach students the key components 
of a pay check. Week 7 also 
emphasizes that non-pay benefits, 
including health insurance or 
transportation subsidies, are also 
important factors to consider when 
choosing between two jobs or 
when thinking about how working 
may impact public benefits.  

Week 7
WRT Learning Objectives

Wages and Benefits  
Understand an overview of wages and benefits in the US. 
Compare wages to salaries with benefit packages 

Rights as an Employee
Comprehend employee rights and ways to end employment

Return to Table of Contents
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Wages, Benefits & Employee Rights
Understand an overview of wages and benefits in the US. 
Compare wages to salaries with benefit packages  
Comprehend employee rights and ways to end employment
 

Materials:
PowerPoint 
Paystub Handout

1. The goal of Week 7 is to help students understand their rights as an employee and also to ensure that 
students know the components of their paycheck and other employment benefits.   
 
2. Using a PowerPoint for visuals, introduce basic employee rights, including schedules, breaks, overtime, 
and minimum wage. Emphasize that these rights are guaranteed by law and facilitate a discussion about what 
clients can do if they find themselves in a situation where these rights are not respected.   
 
3. Mirroring discussions in the Week 7 Financial Literacy class, use the Paystub Handout to walk students 
through all of the key components of a pay check: Gross Pay, Net Pay, tax withholdings, other withholdings. 
Also emphasize that non-pay benefits: health insurance or transportation subsidies are also important to 
consider when choosing between two jobs, or when thinking about how work may impact public benefits.

Example PowerPoint WRT Week 7:  

2

From Harm to Home | Rescue.org

Pay
• Minimum wage in California is $9.00/hour

• Entry-level jobs pay by the hour

• Higher level jobs pay by the year

• Most jobs pay you every two weeks, usually on 
a Friday

3

From Harm to Home | Rescue.org

Sample Paycheck

Pay 
stub

Pay 
check

When you start working make sure to keep the pay 
stub as you will need this document

Slide 1 Slide 2

Week 7
Wages, Benefits & Employee Rights / WRT

Return to WRT at a Glance
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4

From Harm to Home | Rescue.org

Reading a Pay Stub Activity

5

From Harm to Home | Rescue.org

Benefits

• Health insurance (will usually cost $)
• Retirement contribution (401K)
• Paid time off
• Discounted transportation

6

From Harm to Home | Rescue.org

Taxes: Withheld from your pay
Federal Taxes State Taxes

Social Security Taxes Medicare Taxes

7

From Harm to Home | Rescue.org

Income Tax $ goes to: 
Federal Income Tax

• Welfare, food stamps, education, government
Social Security Tax

• Social security retirement
Medicare Tax

• Medical insurance for when you retire
CA State Income Tax

• Schools, parks, beaches, etc. 

8

From Harm to Home | Rescue.org

Your Rights as an Employee

Wages: You must be paid at least the CA minimum 
wage $9 an hour. Employers do not always have to 
pay the minimum wage to minors or trainees.

Overtime: You must be paid overtime (one and a half 
times your usual wage for every hour or fraction of 
an hour you work over eight hours in a day or over 
40 hours in one week, and double time for every 
hour you work over 12 hours in a day) unless you 
are exempt from overtime. 

9

From Harm to Home | Rescue.org

Your Rights as an Employee
Breaks: Also, most workers are entitled to a paid 10-

minute rest period every 4 hours and an unpaid 
30-minute meal break every 5 hours. 

Vacation and sick time: state law does not require 
your employer to provide you with vacations, 
holidays or sick time. 

Ending a job: If you give more than 72 hours notice 
before quitting your job, you must receive all 
unpaid wages when you leave. 

Example PowerPoint WRT Week 7 

Slide 3 Slide 4

Slide 5 Slide 6

Slide 7 Slide 8



399
IRC in San Diego

Paystub Handout
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Week 7 completes the Financial 
Literacy classes in the program. 
A majority of the last class should 
allow students to ask any remaining 
questions from the previous weeks’ 
lessons or related to finances and 
public benefits. Week 7 is also an 
opportunity to informally assess the 
students’ knowledge on the learning 
objectives. Students should also be 
referred appropriately to services or 
staff that may be beneficial for their 
needs and questions. 

Week 7
FL Learning Objectives

Review 
Participate in a review of the cohort’s objectives
Ask follow up questions for clarification
Receive advice on “next steps”
Complete a Banking Skills Review Worksheet

Return to Table of Contents
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Questions and Answers 
Participate in a review of the cohort’s objectives
Ask follow up questions for clarification
Receive advice on “next steps” 
Complete a Banking Skills Review Worksheet
 

1. Week 7 completes the Financial Literacy classes. Save the majority of this last class to allow the students 
to ask any questions they may have regarding the previous weeks’ lessons or related to finances and public 
benefits. The following pages are compiled frequently asked questions that students usually pose. You can also 
use this time for an informal assessment of the students’ progress on the learning objectives. Make sure to also 
refer students appropriately to services or staff that may be beneficial. 

2. For the last portion of the class, distribute the Banking Skills Review Worksheet. Have students complete 
it in pairs or by themselves. Use your discretion whether to use the resource as a group review or as an 
assessment/test. 

 

Materials:
Financial Literacy Frequently Asked Questions 
Banking Skills Review Worksheet

VISA

1235  5678  91011  5555

JJ Smith  11/1/2018

Best Bank

001JJ Smith
123 Lane Drive
City, State

Receipt

Item 1   $10.50
Item 2    $5.00
Item 3   $45.00

Total    $60.50

Week 7
Review / FL

Return to FL at a Glance
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Financial Literacy Frequently Asked Questions

Q. Once I start working, will they cut my benefits?  By how much?
A. Usually, when you start earning income you will see a gradual decrease in cash assistance as well as 
benefits such as food stamps. Depending on how much you are earning, you may still be eligible to receive 
some benefits.  You can meet with a financial counselor and/or use SSS Benefits Calculator http://www.
ssscalc.org/ to help you figure out how working will impact your benefits. 

Q. How much will not paying a certain bill damage my credit?  By 10 points?  100 points?
A. It depends on many factors, including how large the bill is, what kind of bill it is, and how many active and 
charged off accounts you have.  There is also a big difference between missing one month of payment, and 
simply not paying a bill at all (the latter is much worse for your credit).

Q. If I overdraw my account, but then put money in later that week, will the bank still charge me a fee?
A. Yes, banks usually calculate fees immediately and on a daily basis.  If you contact your bank and explain 
the situation and are a customer with a good history, they may waive the fee.

Q. I can’t afford to lose my Medicaid, will that happen if I start working?
A. Since the passing of the Affordable Care Act, there are many more options for health insurance.  You 
will generally remain eligible for Medicaid even when you start working and if, based on your income, you 
eventually lose eligibility for Medicaid, you will be able to get health insurance through the Health Exchange or 
your employer. 

Q. I don’t plan on ever applying for a loan, so what difference does it make if my credit is good or bad?
A. Your credit score impacts more than just your ability to get a loan.  Employers often check credit as a part of 
the hiring process and landlords often review credit when considering your rental application.  In addition, it is 
hard to predict what the future will hold and someday, you may want to apply for a loan.  

Q. I went to a store in my neighborhood that will give me my tax refund right away, that day.  Is there 
anything wrong with doing that?
A. In most cases, these types of immediate tax refund programs are not a good idea because they take a 
percentage of your tax refund away from you as a “fee” for this service.  When you file your taxes, you can 
request that the refund be direct deposited into your account, which often means you get your refund quickly 
and at no cost. 

Q. A lot of times I can get discounts if I get a credit card from the store (for example, Macy’s).  Isn’t it 
better to be able to get this discount?  Sometimes it is $20 or more in discounts.
A. Most store credit cards have very high interest rates, sometimes between 15-25% which means that unless 
you pay off the entire amount right away, you will be paying a lot in interest.  If you do choose to apply for 
the card to get the discount, it is important to be responsible in using this card in a way that fits within your 
household budget. 
 
Q. My brother is applying for a loan and wants me to be a cosigner.  Is that a good idea?
A. The most important thing to remember is that if you are a cosigner, you are liable for that debt just as 
much as your brother.  That means that if he doesn’t pay, the lender can pursue payment from you and it can 
potentially negatively impact your credit.

Financial Literacy Frequently Asked Questions 1/3
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Q. If I owe a business money, or owe money on my credit card, can the company take me to court?
A. It depends.  There are a variety of different collections strategies that a lender or credit card company can 
use, based on the type and amount of debt. 

Q. My employer only pays me in cash.  Is that legal?  Do I have to file taxes?
A. It is legal for employers to pay you in cash.  In general, they are obligated to withhold taxes and report these 
wages to the government though many employers who pay in cash don’t.  Because this is earned income, you 
are able to file taxes and in some cases, you might be able to benefit from the Earned Income Tax Credit. 

Q. There are accounts on my credit report that I have never heard of.  How did they get there?  What 
should I do?
A. It is possible that you signed up for a service that you don’t clearly remember (such as cable television), 
or that you were billed for services at several different providers for one transaction (like a hospital visit where 
there might be lab fees).  It is also possible that you have been the victim of identity theft, and someone else 
opened a line of credit or took out a loan pretending they were you. The first thing you should do is call the 
company where the bill is from to get more information.   

Q. A lot of times it is easier to get financing on the spot – like at the furniture store or when buying a 
car.  Are there any problems with doing this?
A. There are several issues to consider when getting financing on the spot.  First, the terms are often not very 
good and include high interest rates.  Second, in some cases you may be getting financing for items (such as 
furniture) that will quickly depreciate in value and as such, it doesn’t make sense to finance them for a long 
period of time, such as one or more years. 

Q. If I get fired from my job, can I collect unemployment?  How much will I get?
A. It depends on the situation, including why you got fired and how long you had been working there.  The best 
first step is to contact your local unemployment office and proceed from there.

Q. I am worried about getting a job because my husband gets disability and if I start earning income, 
they might cut his benefits right?
A. In most cases, if one person in the household has disability, other family members earning income from 
working will not result in cutting disability benefits. 

Q. How can I save money, when every month I barely make enough to cover my bills?
A. It is definitely challenging, but can be done.  Start with a small goal (even $5 a month) and talk to your 
financial counselor about special incentivize savings accounts that are available. 
 
Q. What is a good credit score?
A. Generally, anything above a 630 is considered “average” credit and anything above a 690 is considered 
“good” credit. 

Q. If I forget to pay a bill one month, what should I do?
A. It is a good idea to contact the company to let them know you forgot, and make a payment to bring your 
account current.  It may be possible to get a late fee waived by asking.

Financial Literacy Frequently Asked Questions 2/3
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Q. Money is always tight in our family.  Sometimes, we need a few hundred dollars in an emergency.  
Is it OK to take a cash advance on my credit card?
A. Credit cards that offer cash advances generally charge very high fees and/or high interest rates on the cash 
advance.  If possible, see if you can borrow money from family or friends, pick up additional hours at work, or 
talk to your financial counselor about other options. 

Q. I have heard that financial aid at college can provide me money that I can use for tuition, but also 
rent and other living expenses.  Is this a good idea?
A. Financial aid from the government is a terrific resource to help you pursue your education.  There are many 
factors to consider when deciding to take out student loans and pursue a college or training program.  It is best 
to do research about the program you want to attend and how the job market is for graduates of that program. 
Talk to a career counselor and remember that while some financial aid is a grant that does not need to be paid 
back, students loans will require repayment.  Also, remember that many people work part-time while in school 
to cover living expenses.

Q. What should I do if I think someone is using my identity to open credit card accounts?  
A. Immediately call one of the three credit reporting bureaus and request an Initial Fraud Alert. This is free, 
and the credit bureau you call must report it to the other two. From there, work with a financial counselor to 
take next steps and review the information provided by the Federal Trade Commission found here http://www.
consumer.ftc.gov/topics/repairing-identity-theft  

Q. I can get a Money Order for $1 at the store in my neighborhood.  Why should I open a bank 
account?
A. Deciding to open a bank account is a personal decision and should be based on the needs of your 
household. Some benefits of a traditional bank account is that it can support direct deposit of pay checks and 
also facilitate automatic savings, but it is important to pay attention to bank account fees and options and shop 
around for what works for your family. 

Q. What is the safest way to send money back home to my relatives?
A. There are numerous options including Western Union and wire transfers from a bank. 

Q. What is the first thing I should do if I lose my debit or credit card?
A. Immediately call your bank and let them know. They will cancel the card and discuss next steps including 
disputing charges and getting a new card re-issued. 

Q. I have so many different overdue accounts – I don’t even know where to start.
A. In general, paying off high-interest debt is a smart choice. In situations like this, it is also a good idea to 
meet with a financial counselor for individual guidance. 

Q. Should I consider direct deposit for my pay, or using automatic payments for my bills?  How do I 
figure out if that is a good option for me and how to do that at my bank?
A. For many people, direct deposit is a convenient way to get your paycheck into your bank account. Some 
banks waive account fees if you sign up for direct deposit. Similarly, automatic payments can be convenient 
and help you consistently pay bills on time, but do require you to be comfortable having money deducted from 
your account at a pre-set date, which means that you need to ensure there are adequate funds in the account 
so that you do not acquire overdraft fees.
  

Financial Literacy Frequently Asked Questions 3/3



405
IRC in San Diego

Banking Skills Practice 
 

 
Today’s Date:  ____/____/_______ 
 

Participant Name: (Last)                               (First)_____________ (MI) ______ 

 
Part I 
Directions:   Choose a term from the bottom of the page that matches each definition. 
  
 Definitions 
 
a. The amount of money the bank requires customers to keep in their accounts to keep the 

accounts open.  __________ 

 
b A person who works at the bank to assist customers.  __________ 
 
c. Taking money out of an account.  __________ 
 
d. A machine that allows bank customers to withdraw and deposit money into their accounts.  

__________ 

 
e. Putting money into an account.  __________ 
 
f. A fee bank customers pay if they withdraw more money than they have in their account. 

__________ 
 
g. A personalized number that you must use to make withdrawals or deposits at an ATM. 

__________ 

 

 
 
 
1. Deposit 5. Personal Identification Number (PIN) 
 
2. Withdrawal 6. Minimum Balance 
 
3. Overdraft Fee 7. Teller 
 
4. Automated Teller Machine (ATM) 
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Part II 

Filling out a deposit slip 

 

You are depositing your paycheck of $475.00.  Endorse the back of the check and then fill out 
the deposit slip. You would also like to withdrawal $45.00 in cash. Your account number is 
123456789. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

	  

ENDORSE	  HERE	  

________________________________	  

	  

________________________________	  

	  

________________________________	  

Do not write, stamp, or sign below this line.  Reserved for 
Financial Institution Use. 

	  

	  Subtotal	  

	  Cash	  Back	  

Checking	  or	  Savings	  Account	  Number	  

	  	  Date	  
	  

	  	  Deposit	  (check	  one):	  	  	  	  	  	  Checking	  	  	  	  	  	  	  	  Saving	  

Name:	  
	  

Address:	  
	  

Signature:	  

	  	  Checks	  

	  	  Total	  $	  

	  	  	  	  	  	  	  	  Cash	  

Banking Skills Review Worksheet 2/3



407
IRC in San Diego

Filling out a check 
Fill out this check for your electricity bill to ABC Electricity for $53.45 
 

 
 
Balancing a Check Book: 
You have a balance of $265.23 on November 24th. 

¥ On November 25th, you get paid $475.00 
¥ On November 28th, you take $20 cash out of your account 
¥ On December 1st, you pay your rent of $700 

 
Number Date Transaction Description Payment/Debit Deposit/Credit Balance 

      
      
      
      
      

 
 

¥ On December 2nd, you call your bank to check your balance.  There is currently 
$740.23 in your account.  Do you have enough money to write a check for your 
phone bill of $53.22? 
                        Yes______     No_____ 

 

Your name 
123 40th Street 
San Diego, CA 92116 

PAY TO THE 
ORDER OF: 

Date: 

101 

 $ 

Dollars 

Memo: 

[:1234567]:        123456789012        1234 

 

San Diego National Bank 
3526 University Ave, San Diego, CA 92117 
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Week 7
CL Learning Objectives

Applying for Jobs Part I 
Identify the necessary information needed to complete an 
online application 
Practice filling out an online application step-by-step with 
instructor

Return to Table of Contents

Week 7 is when students begin to 
learn the most important skill of 
the program: how to fill out online 
applications. Many companies are 
making the switch to digital hiring 
processes, and it is becoming 
increasingly important to know how 
to look for work on the Internet. 
Students will learn about the 
necessary information for an online 
job application- where it all goes, 
and how to write it. Step-by-step 
practice with an instructor will 
greatly help students get used to 
the process.
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Information that you will need for Online Applications 
 المعلومات التي سوف تحتاجها لتطبيقات االنترنت

1 Full Name 
2 Email 
3 Phone Number  
4 Address 
5 Social Security Number 
6 Titles of Past Jobs 
7 Dates Employed 
8 Employer Names 
9 Locations of Past Jobs 
10 Past Supervisor’s Names 
11 Past Supervisor’s Phone Numbers 
12 Reasons for Leaving Past Jobs 
13 Names of All Schools Attended 
14 Locations of Schools Attended 
15 Names of Degrees/Diplomas 
Received 
16 Names of References 
17 Phone Numbers of References 
18 Email Addresses of References 
19 Relationship to References 
20 How long you have known your 
references 
21 Job skills, including computer skills 
and languages you speak 
22 Username 
23 Password 
 
 

 

 االسم الكامل1
 البريد اإللكتروني2
 رقم الهاتف3
 العنوان4
 رقم الضمان االجتماعي5
 السابقة الوظائف عناوين6
 عمل مواعيد7
  أصحاب العمل أسماء8
 السابقة الوظائف مواقع9

  الماضي المشرفين فياسماء 10
  أرقام الهاتف المشرفين في الماضي11
 السابقة الوظائف ترك أسباب12
 لجميع المدارس اسماء13
 المدارس مواقع14
 الحاصل عليها اسم الدرجات15

 الدبلوم /
 المراجع أسماء16
 الخاصه بالمراجع أرقام الهاتف17
 مراجععناوين البريد اإللكتروني لل18
 المراجع العالقة مع19
 المراجع الخاصة بك تعرفأنت منذ متى و20
 بما في ذلك مهارات، مهارات العمل21

 اللغات التي تتحدثهاو الكمبيوتر
 اسم المستخدم22
 كلمة السر23
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Practicing an Online Application 
 ممارسة التطبيق على االنترنت

1. Go to www.careersatsafeway.com 

  www.careersatsafeway.com اذهب للموقع 1

2. Click on the gray arrow next to “Apply Now.”  

 ."تقديم األن" انقر على السهم الرصاصي بجوار 2

 
3. Under retail on the dropdown menu, choose “Store Positions.”  

 ".المتجر شواغر"، اختر من التجزئه في القائمة المنسدلة 3

 
 

4. Select the age you are older than.  If you are over 21, select “21.”  

 ."21"، حدد 21اختر السن اذا كنت اكبر من  4
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5. Type in your zip code and under Radius, choose 10 miles.  Click Find. 

 .انقر فوق بحث .ميل 10 اختار، واختار القطر الذي تريد البحث فيهاكتب الرمز البريدي الخاص بك  5

 
6. Look for a store close to your home.  Next to that store, click on “Choose a Position.” 

 ."اختيار الوظيفة" ، انقر علىابحث عن متجر قريب الى المنزل وعند هذا االختيار 6

 
7. Click on the circle next to “Courtesy Clerk.”  Scroll down and click “apply.”   

 ."تطبيق"انتقل ألسفل وانقر على ثم  "كاتب" انقر على الدائرة بجوار 7

 
8. Look for the section that is called “Create a New User Account.”  Fill out your email 

address.  For password, enter abc123!  When you have completed this section, click 
Submit. 

كلمة السر، أدخل  بخصوص .امأل عنوان بريدك اإللكتروني ".مستخدم جديدلإنشاء حساب "  القسم  فيابحث  8
ABC123! عند إكمال هذا القسم، انقر فوق إرسال. 
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9.  Choose two of the challenge questions and enter the correct answers.  The purpose of 

these questions is to get you back into your application in case you forget your 
password.  When you are finished, click Submit. 

العودة إلى التطبيق في  هو لتستطيعالغرض من هذه األسئلة  .الصحيحةاختيار اثنين من األسئلة وأدخل اإلجابات  9
 .عند االنتهاء، انقر فوق إرسال .حال نسيان كلمة السر الخاصة بك

 
10.   Begin filling out the required information, such as your name, address, etc. Remember 

to check your spelling and grammar carefully. Only the sections that have a red star next 
to them are required. The rest is optional.   

فقط  .تاكد من االمالء والمعلومات بشكل دقيق، وما إلى ذلك االسم والعنوان، مثل ملء المعلومات المطلوبة ابدا 11
 .والباقي هو اختياري .المقاطع التي تحتوي على نجمة حمراء بجانبها مطلوبة
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11.  When you finish a section, click “Confirm” and move on to the next section.  Click 

Submit if the information is correct.  Please ask if you are confused about what 
information to put into each section.  It is important that your job application is 
accurate.   

انقر فوق إرسال إذا  .واالنتقال إلى المقطع التالي "تأكيدال" القسم، انقر على زر المعلومات في عند االنتهاء من 11
من حيث  لوضعها في كل قسم اختلطت لديك المعلومات اطلب مساعده اذامن فضلك  .كانت المعلومات صحيحة

 .تكون المعومات الخاصه بالعمل صحيحه المهم أن 

12. When you run out of time, choose “Save as Draft” and then “Logout.”  We will be able 
to log back into the application next time to complete it.   

على تسجيل الدخول مرة أخرى إلى نكون قادرين سوف  ."الخروج" ثم "حفظ كمسودة"عند نفاد الوقت، اختيار  12
 .القادمة الستكمالهالمرة في التطبيق 
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The goal of Week 8 is to provide 
the students with a comprehensive 
review in preparation for the Mock 
Interview and VESL Post-Test. Both 
assessments will provide a clear 
indication of the students’ progress 
throughout the eight week program. 
Students will also gain clear insight 
into the specific areas that they 
need to improve upon. 

Week 8
VESL Learning Objectives

Review 
Re-visit major topics covered from Weeks 1-7
Use your discretion on what materials and activities to cover 
during the week. The following activities are examples of 
review. 

Assessment
Complete a Mock Interview with a new individual 
Complete a VESL Post-Test 

Return to Table of Contents
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Wissam’s Story
Review of common employment vocabulary
Review of simple present and past tense
Review of future tense in regards to expressing future goals

Materials: 
Wissam’s Story Handout

1. Divide the class into two groups based on language levels. The higher level students will have one student 
who reads the story. Another student leads the questions and the entire group will come up with appropriate 
answers, using the correct tense and vocabulary. Have each student make up a story to provide when you 
visit the group. An alternative is to have students record stories of others and share with you and the group. 
Students should ask questions of each other and give more details to their stories.

2. For the lower level students, have them read the story with you. Ask the group questions and have students 
respond individually. Explain any terms that may still pose problems. Students should write then tell their stories 
to you. 

Return to VESL at a Glance

Job Hunt
Practice reading job descriptions
Review of job titles and responsibilities 
Review of verb tenses
Tailor interview responses to job description

Materials: 
Job Hunt Vocabulary 
Job Hunt Worksheets

1. Distribute the Job Hunt Vocabulary handout to the class. Review the terms listed on the sheet. Review 
the term “customer service” and its importance in service industry jobs. Have students answer the customer 
service question. Call on students to share their answers. 

2. Break up the class into groups of four and give each group a job description. The groups should read the job 
description together and discuss the key responsibilities. Have students share if and why they would be a good 
candidate for the job, using their previous work experience. 

3. Pass out the Job Hunt Questions. Students should answer the first four questions as a group. They should 
both ask and answer remaining questions with their group members. 

4. Have the group create a skit, designating one person as the interviewer and another as a candidate. Give 
the students 10 minutes to create a dialogue of an interview for the job description they have been studying. 
The students can use previous class materials to create their interview questions and answers. Have each 
group perform their skit for the class. Ask students to observe and take notes on each skit, noting key interview 
phrases and positive body language. Once the skits are complete, have a class discussion on students’ notes.

Week 8
Review / VESL
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Wissam’s Story  
 

Wissam is from Iraq.  He was an assembler in a factory in Lebanon for 3 
years.  Before that, he was a high school student in Iraq.  He didn’t 
graduate.  He moved to the U.S.  He lives in El Cajon now.  Every 
morning he studies English at school.  He works part-time as a stock clerk at 
Walmart.  He wants to get his GED.  After that, he wants to get a 
certificate.  He wants to be an auto mechanic.      
 

1. Where is Wissam from? __________________________________ 
 

2. What was his position in Lebanon? _________________________ 
 

3. How long did he work there? ______________________________ 
 

4. Did he go to high school in Lebanon? _______________________ 
 

5. Did he finish high school? ________________________________ 
 

6. Where does he live now? _________________________________ 
 

7. What does he do every morning? ___________________________ 
 

8. Where does he work? ____________________________________ 
 

9. Does he work full time? __________________________________ 
 

10. What does he do at Walmart? _____________________________ 
 

11. What does he want to get? ________________________________ 
 

12.  What does he want to be? _________________________________ 
 

Your Story 
 

13. Where are you from? _____________________________________ 
 

14. Where do you live now? ___________________________________ 
 

15.  What do you do every day? _________________________________ 
 

16. What was your last job? ___________________________________ 
 

17. What job do you want to do in the future?______________________ 
            

Wissam’s Story Handout
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Week Six 
 

 
 
 
Company: Goodwill, www.goodwill.org  
Position: Sales Associate/Material Handler 
 

Company: Denny’s Restaurants, www.dennys.com 
Position: Denny’s Service Assistant 
 
 

 
Important Vocabulary: 
 
Assist             to help with something 
Stock       putting supplies/equipment in its appropriate place (i.e. shelf) 
In Stock / Out of Stock             in the store / completely sold out 
Maintain                 keep in current state 
Keep              maintain / stay in possession 
Processing             to examine information and place into system 
Fluent          to speak/read/write a language like your 1st language 
Courteous                           to treat with respect 
Candidates for the job                          applicant for the job 
Work Environment            the surrounding circumstances, objects, or conditions  
Diversity             differences between individual appearances and qualities 
Frequently                                     doing something many times, over and over 
Hazardous                                             dangerous 
Benefits    something that helps well-being, can be provided by employer 
 
 
1. What is customer service? Why is it important? 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

 

Job Hunt Vocabulary 



418
IRC in San Diego

Week Six 
 

Company: Goodwill, www.goodwill.org  
Position: Sales Associate/Material Handler 
 
 

Summary Description:  
 
Assist customers. Stock and rotate merchandise. Run cash register as assigned. Perform 
accurate transactions when assigned to register and adhere to company check & credit 
card procedures. Maintain store in a clean, orderly & safe manner, which may include 
daily mopping of floors & related tasks as assigned. Assist in receiving new merchandise 
& processing of incoming merchandise. Provide customer service in a positive, 
professional & courteous manner. Courteously answer telephone.  
 
Qualifications: 
High School diploma or equivalent.  Ability to read, write, and understand simple 
instructions. Fluent communication skills. Ability to handle the public in a professional 
and courteous manner. Ability to follow instructions. Able to lift, push and pull up to 
50lbs. Able to stand, walk and sit for up to 7 hours per day. Maintain appearance and 
organization of assigned work stations. Some understanding of providing customer 
service and working with the public desirable. Accuracy of work essential. 
 
Opening Date: 09/28/2007  Closing Date: open 
Wages: $8.00 F/T  
 
**BENEFITS include health insurance, vacation, sick and holiday. P/T employees receive 
half of the benefits. 
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Week Six 
 

 
 
 

Company: Denny’s Restaurants, www.dennys.com 
Position: Denny’s Service Assistant 

 

Job Description: 
 
Job Duties: A Denny’s Service Assistant maintains the restaurant’s interior and exterior 
by keeping all areas clean and organized. Keeps the dining room tables cleaned and 
sanitized. Maintains an adequate supply of pots, pans, dishes, glassware, utensils and 
ice in service areas throughout the shift. Keeps the front and back of the house area 
clean, organized and stocked at all times to provide timely guest service.  
 
We are seeking candidates with the following qualifications: 
 Able to work in a team environment 
 Meets Denny’s uniform and grooming standards  
 Able to pass all required tests and training requirements 
 Able to work a flexible schedule, including holidays, nights, and weekends 
 Excellent customer service skills 
 Dependable and able to learn tasks and follow instructions 
 Places a value on diversity and shows respect for others 
 Make eye contact with guests and other employees.  
 Smile at guests and other employees.  

 
As a Service Assistant you will be required to: 
 Lift and carry supplies and equipment up to 50 lbs. throughout shift  
 Bend, stoop, reach, wipe, lift, and grasp to complete work activities 
 Work inside and outside the restaurant 
 Able to stand and walk during a 4 to 8 hour shift 
 Able to frequently immerse hands in water 
 Knowledge of all Denny’s menu products 
 Able to hear well in a loud environment  
 Tolerate extreme temperature changes in kitchen and freezer areas 
 Work with potentially hazardous chemicals 
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Week Six 
 

ACTIVITY 

Answer these questions in your group or individually: 

What does a sales associate/material handler do on the job? 

1.______________________________________________________________________ 

2.______________________________________________________________________ 

What are two qualifications of this position? 

1. _____________________________________________________________________ 

2. _____________________________________________________________________ 

 

Ask a group member: 

1. What skills should you have to be a good sales associate/material handler on the 

job?   (You should have…..You should be….) 

________________________________________________________________________

________________________________________________________________________ 

2. What did you do in your last job that makes you a good candidate for this job? (Past 

Tense) 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

 

3. What would you like about this job?  What would you not like about this job? 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 
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Week Six 
 

ACTIVITY 

Answer these questions in your group or individually: 

What does a sales associate/material handler do on the job? 

1.______________________________________________________________________ 

2.______________________________________________________________________ 

What are two qualifications of this position? 

3. _____________________________________________________________________ 

4. _____________________________________________________________________ 

 

Ask a group member: 

4. What skills should you have to be a good sales associate/material handler on the 

job?   (You should have…..You should be….) 

________________________________________________________________________

________________________________________________________________________ 

5. What did you do in your last job that makes you a good candidate for this job? (Past 

Tense) 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

 

6. What would you like about this job?  What would you not like about this job? 

________________________________________________________________________

________________________________________________________________________

_______________________________________________________________________ 

 

Job Hunt Worksheet 4/4



422
IRC in San Diego

Question Roundtable
Review of common interview questions

Materials: 
Group Question Cards

1. Break the students up into groups of four-five students. It is important they are not with the same classmates 
that they practice interview questions with on a daily basis.

2. Cut out the question cards from below and instruct the class that you will give each group one question at a 
time for about five minutes (if it is a higher level class, you can give them more time). Each student in the group 
will take a turn answering the question. While an individual is answering the question the other classmates can 
assist/make suggestions for their interview answers. Switch the question cards around the class until each 
group finishes with all of the cards.

 
 
Do you have reliable 
transportation? 
 
 

 
 
Who referred you? 

 
 
Do you have any 
questions? 
 
 

 
 
What are your goals? 
 

 
 
What does customer 
service mean to you? 
 
 
 

 
 
Why do you want to work 
here?  

 

Week 8
Review / VESL

Return to VESL at a Glance



423
IRC in San Diego

Activity: Question roundtable 

Steps: 

 Break the students up into groups of 4-5. (It is important they are not with the same classmates 
they practice interview questions with on a daily basis.) 

 Cut out the question cards from below and instruct the class you will give each group one 
questions at a time for about 5 minutes (high level class then more time). Each student in the 
group will take a turn answering the question. While an individual is answering the question the 
other classmates can assist/make suggestions for their interview answers.  

 Switch the question cards around the class until each group finishes with all of the cards. 

 
 
Tell me about yourself.   
 
 

 
 
What is your previous 
work experience? 

 
 
What did you do before? 
 
 

 
 
Why should we hire you?   
 

 
 
What are your strengths? 
 
 

 
 
What are your 
weaknesses? 

 
 
What is your availability? 
 
 
 

 
 
When can you start?    

Group Question Cards
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Interview Blunders
Practice Interview skills

Materials: 
Interview Blunder Handout

1. Have the class break up into partners, preferably with a classmate they have not worked with before. 
Distribute the Interview Blunder Handout. Partners should read through the dialogue and find the mistakes in 
the interview. 

2. Discuss as a class and emphasize the discrepancies in the applicant’s answers. Instruct the students to fix 
the dialogue and take turns practicing the “fixed” interview. One student should play the interviewer and the 
other should play the candidate. 

3. Select volunteers to perform their corrected role play in front of the class.

Week 8
Review / VESL

Return to VESL at a Glance
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Interview Skits

Interview 1

Employer:    Tell me about yourself.

Applicant:    I am from _________. I came to the U.S. in ______, ____. 
I was a _____________. I am ________ and _________.

Employer:    How’s your English?

Applicant:    Good.

Employer:    What’s your weakness?

Applicant.    My English. But I’m taking classes and learning something 
new every day.

WHAT’S THE PROBLEM?

Interview 2

Employer:    Tell me about your previous job experience.

Applicant:    _______________________________________________
_________________________________________________________

Employer:    Sounds good. What is your availability?

Applicant:    I can start any time. I can work any shift.

Employer:    Great. Can you work on the weekends?

Applicant.    No, but I am very flexible.

Employer:    Can you work the night shift?

Applicant.    No, but I am eager to start my first job in the U.S.

WHAT’S THE PROBLEM?

Interview Blunder Handout
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The Mock Interview
Complete an entire mock interview with a new individual

Materials: 
Interview Questions
Employment Interview Feedback Form 
Tips For Interviewing VESL clients

1. This assessment is a great simulation of a job interview for students. Let the class know about the event in 
advance and encourage students to dress up and treat it as an actual professional interview. Weeks before the 
activity, recruit volunteers, community partners or employers to come to class as volunteer interviewers so that 
students can interact with other English speakers outside of program staff.

2. Before the Mock Interview, give the volunteer interviewers an orientation on working with English language 
learners, using the Tips For Interviewing VESL Clients document. Interviewers should also receive the 
Interview Questions and the Employment Interview Feedback form to look over beforehand. Explain that they 
can take notes on the Interview Questions, but should also fill out the Feedback Form so that you can review 
each student’s performance and give proper feedback and guidance. 

3. Try to create an environment conducive for interviews, using separate rooms and desks for each volunteer 
interviewer. Have students come in on-by-one and do an interview with a volunteer. Explain again to the 
students that this is a learning experience, and while they should treat it like a real interview and try their best, 
it is a practice run. You may need to stagger the interviews, so that the volunteer interviewers have adequate 
time to take notes and assess the students’ performance. 

4. After each student has had a turn and the interviewers have filled out their forms, check in with the 
interviewers to hear their feedback and initial thoughts. Collect the paperwork and review the feedback with 
each student one-on-one.

Week 8
Assessment / VESL

Return to VESL at a Glance
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Interview Questions 
 

Questions 1, 2, 3 are all very similar.   If you ask one, decide whether you need to ask the others. 
 
1. Tell me about yourself.   
 
 
2. What is your previous work experience?   
 What was your last job?   

What work did you do on your last job? 
 What work did you do before? 
 
 
3. Why should we hire you?   
 
 
4. What are your strengths and weaknesses?  (if they already talked about strengths, just ask about weaknesses) 
 Tell me 3 strengths and 3 weaknesses. 
 
 
5. What is your availability? (it can mean either start date or days can work; try to get both if you want) 
 When can you start?   When can you work?  What days can you work? 
 (other related questions:  Can you work on the weekends?  At night?  Are you flexible?) 
 
 
6. Do you have reliable transportation? 
 How will you get to work?  Do you have a car? 
 
 
7. Who referred you? 
  
 
 
9. What are your goals? 
 What do you want to do in the future? 
 
 
 
10.  Do you have any questions? (They should have at least 1 – 2 questions.) 
 
  
 
For students who answer the above questions with relative ease 
 
11. What does customer service mean to you? 
 What is good customer service? 

Interview Questions
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Employment Interview Feedback Form

International Rescue Committee 
Employment Interview Feedback Form 

Interviewee:     Interviewer:  
 
Employer:             Position: Stocker 
 
APPEARANCE 
Did applicant look professional?     Yes:    No:   
Cleanliness (hair combed, clean shaven)    Yes:    No:   
Neat clothing (shirt tucked in, modest jewelry)   Yes:    No:   
 
INTRODUCTION       
Did applicant have good eye contact?    Yes:    No:   
Did applicant have a pleasant expression (smiling)?   Yes:    No:   
Did applicant have a firm handshake (strong or dead fish)?  Yes:    No:   
 
RESPONSES TO INTERVIEWER QUESTIONS 
Did applicant sit comfortably with good posture?   Yes:    No:   
Did applicant speak clearly and loudly?      Yes:    No:   
Did applicants’ answers fit the questions?    Yes:    No:   
Did applicants’ answers match job description?    Yes:    No:   
 Were answers too brief?     Yes:    No:   
 Were answers too lengthy?     Yes:    No:   
Did applicant ask to clarify questions if needed?   Yes:    No:   
 
PRESENTATION 
Did applicant show a positive attitude/ eagerness to work?   Yes:    No:   
Did applicant share good work habits: Reliable, punctual,  
hard working?        Yes:    No:   
   
APPLICANTS’ QUESTIONS 
Did applicant ask relevant questions, for instance:    Yes:    No:   

¥ What are the job duties? When job would start? 
¥ What would be the hours of work? 
¥ Were there any special requirements /clothing etc.? 
¥ When the decision would be made for the job? 

 
Areas for Improvement:  
 
 
 
Strengths:  
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IRC VESL Plus and PCG VESL 
Tips for interviewing VESL clients 

 
1. Because our clients have varying levels of language abilities: 

 Please slow down your speech a bit until you get a sense of the 
client’s level of comprehension.  If you have a client who is quite 
fluent, try to speak at a normal rate 

 Choose simple phrases when/if you ask for more information 
 Please do not correct grammar; as you ask questions and interact 

with the clients, you will automatically model grammar as used by a 
native speaker 

 Please do not prompt the client or give partial answers; this really is a 
test of their knowledge at this point in time 
 

2. Due to time constraints, please plan to ask only 3 – 4 of the questions during the 
 interview  

 If the client is able to quickly and correctly answer the questions, then 
feel free to ask for more information and/or more questions  

 
3. When you ask the questions, please start by phrasing them as written 

 If the client does not respond or responds incorrectly (thinking it is a 
different question), please rephrase the question (using one of those 
listed, if possible) 

 
 If the client still does not respond or continues to respond incorrectly, 

go on to a different question (but please note the one you had to skip) 
 

 At the end, please ask them if they have any questions for you.  If  
they say no, please tell them that employers really EXPECT 
applicants to have at least a question or two 
 

4. Please enjoy your time with our clients 
 Many of our clients will be nervous.  However, through your kind and 

friendly interactions with them, they will gain additional confidence 
and valuable knowledge about interviewing for a job in the U.S. 

 
 

THANK YOU FOR YOUR EFFORTS AND PATIENCE! 
 

Tips for Interviewing VESL Clients
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VESL Post-Test
Complete a post test
Assessment of students’ progress

Materials: 
Post Test

1. Explain to students that they will need to take another test before they graduate from the program. It is just 
like the initial test that they took at the beginning of the program and will help to demonstrate the progress they 
have made over eight weeks. Again, students must work individually and there is no talking. Explain that you 
cannot assist with answers only questions regarding directions.

2. There are two sections. The first is an application- students should try their best to fill it out much as 
possible. The second section is an interview- students respond to the questions while you record the 
responses and gauge performance. Have a volunteer/classroom aide monitor the students, answer questions 
and review lessons while you are doing the interview portion.

3. It is important to note that it is good practice if the same individual who grades the students’ VESL Pre-Test 
should also grade the VESL Post-Test to ensure that the distribution of points remain consistent. 

Week 8
Assessment / VESL

Return to VESL at a Glance
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International Rescue Committee 
Center for Financial Opportunity │ VESL Plus 

 

VESL Pre/Post Test │ Part 1 

Student │Please fill out the employment application below to the best of your ability: 

APPLICANT INFORMATION      

Last Name  First  M.I. Date  

Street Address Apartment/Unit # 

City  State  ZIP  

Phone  E-mail Address 

Date Available Social Security No. Pay Desired Salary 

Position Applied for 

Are you a citizen of the United 
States?  

YES   NO   If no, are you authorized to work 
in the U.S.?  

YES   NO   

Have you ever been convicted of 
a felony?  

YES   NO   If yes, 
explain 

 

EDUCATION  
School Address 

From  To  Did you 
graduate?  

YES  
 

NO  
 Degree  

PREVIOUS EMPLOYMENT  

Company  Phone (           ) 

Address  Supervisor  

Job Title  Starting 
Salary $  Ending 

Salary $  

Responsibilities 

From  To  Reason for 
Leaving  

REFERENCES  
Please list your professional reference. 

Full Name  Relationship  

Company  Phone (           ) 

 

Part 1 │Total: _____ / 42 

VESL Post Test 1/2
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International Rescue Committee 
Center for Financial Opportunity │ VESL Plus 

 

VESL Pre/Post Test │ Part 2 
Student Name: ___________________________  Date: ________________ 

Teacher │ Please ask the student to verbally answer the following five questions to the best 
of their ability: 

1. Tell me about yourself. / Tell me about your past work experience.  
 

Score: _____ / 2 

 

 

2. Tell me two strengths and two weaknesses. 
Score: _____ / 2 

 

 

3. What is your availability? 
Score: _____ / 1 

 

 

4. What are your goals? 
Score: _____ / 2 

 

 

5. Do you have any questions for me? 
Score: _____ / 1 

 

 

 

Part 2 │Total: _____ / 8 

Pre/Post Test 
Total: 
 _________ / 50 

VESL Post Test 2/2
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VESL Pre/Post Test Grading Rubric 1/2

       
International Rescue Committee 
Center for Financial Opportunity │ VESL Plus 

 

VESL Pre/Post Test │ Part 1 Scoring Sheet 

 
Section 1 │ Applicant Information  

 

APPLICANT INFORMATION      

Last Name 2 points First 2 points M.I. Date 1 point 
Street Address 1 point Apartment/Unit # 

City  1 point State 1 point ZIP 1 point 
Phone 1 point E-mail Address 1 point 
Date Available 1 point Social Security No. 1 point * Pay Desired Salary 1 point 

Position Applied for  2 points ** 

Are you a citizen of the United 
States? 1 point 

YES   NO   If no, are you authorized to work 
in the U.S.? 2 points  

YES   NO   

Have you ever been convicted of 
a felony? 1 point 

YES   NO   If yes, 
explain 

 

*      Students should be told to write XXX-XX-XXXX for their SSN on practice applications. 
**     Teacher’s Discretion: Some teachers might want to write an example on the board for the 
class such as: Position: Cashier, other teachers may not address it as a class, but allow the 
students to choose their own position.  
 
 

Section 1 │Sub-total: _____ / 20 

Scoring Rubric 

1 point  Answers that are complete and correct 

0.5 point  Partial answers or places where the student made an 
honest attempt to answer the question 

0 points  Any blank section that has a point value associated with it 
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International Rescue Committee 
Center for Financial Opportunity │ VESL Plus 

 
Section 2 │ Education  
EDUCATION  

School Name 1 point Address 1 point 
Did you 
graduate? 
1 point 
 

 YES        NO 
             

Year 
Completed 
1 point 
 

 

_____________ 

 

Degree 2 points 

Section 2 │Sub-total: _____ / 6 

 

 

 

 

 

 

 

 

Section 3 │ Previous Employment   

 

 

 

 PREVIOUS EMPLOYMENT  

Company 1 point Phone (           ) 1 point 

Address 1 point Supervisor 1 point 

Job Title 2 points Starting 
Salary $ 1 point Ending 

Salary $ 1 point 

Responsibilities 2 points 

From 

1 point 
 

To 

 
 Reason for 

Leaving 1 point 

Section 3 │Sub-total: _____ / 12 

 

Section 4 │ References   

 
 

 

 

 

 

 

 

 

 

 

REFERENCES  
Please list your professional reference. 

Full Name 1 point Relationship 1 point 
Company 1 point Phone (           ) 1 point 
 Section 3 │Sub-total: _____ / 4 

 

 

 

 

Part 1 │Total: _____ / 42 
 

 

VESL Pre/Post Test Grading Rubric 2/2



435
IRC in San Diego

The goal of Week 8 is for students 
to understand the importance of 
keeping a good employment history 
for their financial security and 
continued career growth. Classes 
cover concepts like the importance 
of staying on the job for several 
months; how to handle a need for 
time off from work or for quitting 
a position; and the importance of 
timely, proactive communication 
with an employer. Week 8 WRT 
continues to emphasize how good 
performance on a first, entry-level 
job can directly support future 
career growth and advancement 
within the company. It can also 
provide strong, positive professional 
references, which are crucial for 
future employment. Students are 
encouraged to continue their job 
search, working closely with their 
Employment Specialists and using 
all the tools and techniques they 
learned in VESL Plus.

Week 8
WRT Learning Objectives

Employment History 
Understand what US employers consider “good employment 
history” and how to acquire one
Know common employer expectations, including calling in 
sick and proper etiquette in giving notice

Review
Review previous weeks’ lessons

Assessment 
Complete a Job Interview assessment

Return to Table of Contents
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Employment History Presentation
Understand what US employers consider “good employment history” 
and how to acquire one
Know common employer expectations, including calling in sick and 
proper etiquette in giving notice

Materials: 
PowerPoint

1. Using a PowerPoint for visuals, emphasize the importance of staying on the job for several months. Ensure 
that students understand how to handle a need for time off from work or quitting a job, and discuss the 
importance of good, timely, proactive communication with an employer.  
 
2. In addition, it is important to stress how good performance on a first, entry-level job can directly support 
future career growth, including advancement within the company. It can also lead to strong, positive 
professional references, which are crucial for future employment.   
 
3. Encourage students to continue their job search, working closely with their Employment Specialists and 
using all of the tools and techniques they learned in VESL Plus. At the end of the presentation, as a class go 
through the true and false exercise, answering any student questions. 

Week 8
Employment History / WRT

Return to WRT at a Glance
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10

From Harm to Home | Rescue.org

Once you have a job

•Be on time everyday

•Go to work everyday

•If you are truly sick or you have 
an emergency, call 2 hours 
before work to tell them you 
won’t be coming

11

From Harm to Home | Rescue.org

Know Company Policies 
•Sick leave

•Time clock

•Dress code

•How to quit your job

•Resolving problems

•Who to call if you can’t come to work

12

From Harm to Home | Rescue.org

More Tips:
•Follow company rules and regulations

•Stay on the job as long as possible, AT 
LEAST 4-6 months- it shows employers that 
you are LOYAL

•Always do your best

•Look for ways to improve:  ESL, trainings, 
other job skills

13

From Harm to Home | Rescue.org

Ending a Job
• It is good to stay at a job for at least 4 - 6 months 
• After 6 months, you may be able to move up to a 

higher level job with the same company OR start 
looking for another job

• Make sure you have other work before leaving a 
job

• Must write a 2 weeks notice to your boss to let 
them know you are leaving

• Ask for letters of recommendation before leaving

Example PowerPoint WRT Week 8

Slide 1 Slide 2

14

From Harm to Home | Rescue.org

Working in America Quiz:  True or False
• It is easy for most people to find a job in San Diego
• If you don’t have a car, you need to learn how to use the bus
• Every day it is ok to be a few minutes late to work as long as you say sorry to your boss
• If you don’t like your job you should quit and look for another job
• Most jobs require that you can read, write and speak English well and know basic 

mathematics
• Going to school is more important than working when you first come to the US
• Looking for a job is hard work and you must look everyday
• Most full time jobs are 40 hours per week
• No one works on Saturdays and Sundays in the US
• Most people get paid in cash every week
• If you are sick it is ok to stay home and tell your boss the next day
• Most women in the US don’t work, they stay home and care for the children

Slide 3 Slide 4

Slide 5
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Calling In Dialogues
Understand what US employers consider “good employment history” 
and how to acquire one  
Know common employer expectations, including calling in sick

Materials: 
Calling into Work Dialogues

1. Pass out the Calling into Work Dialogues. Review the scenarios in which students would have to call their 
employer to inform them that they will be late or absent to work. 

2. Go over the dialogue with the class and have students pair up to practice with each other. Students should 
practice being both the employee and the employer. 

3. Have pairs of students demonstrate for the class. Feel free to ask students questions, regarding the material 
that you covered in the Employment History Presentation.

Return to WRT at a Glance

Interview Questions Review &
Assessment 
Review previous weeks’ lessons 
Complete a Job Interview Assessment

Materials: 
Interview Questions Review 
Interview True or False  

1. Distribute the Interview Questions Review. Have students write down answers for the five questions, 
encouraging them to refer to the bullet pointed hints if they need help. 

2. Group students into pairs and have one student ask the interview questions, while the other responds with 
his or her answers. Students should practice trying to answer naturally versus reading what they wrote. Switch 
roles so both students can be the interviewer and interviewee. 

3. Pass out the Interview True or False. Use your discretion whether to use the handout as a review or as an 
individual assessment. Explain the directions to the students and that this will measure what they have learned 
about job interviews in the US.

Week 8
Employment History | WRT
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Name: ______________________________________ 

 

Calling into Work Sick 
 
A: Good morning. Thank you for calling Café 977. This is 

___________________ speaking, how may I help you? 

B: Hello, good morning. Could I please speak with 

___________________? 

A: Yes, hold on for just one moment.  

B: Okay.  

C: Hello. 

B: Hi ___________________. This is ___________________. 

C: Oh, hi there. What can I do for you? 

B: Well, I am calling to let you know that I am sick. I will not 

come to work today because I think I should stay home 

today and get better. 

C: Oh okay, that’s too bad you are sick. Thanks for calling 

to let me know. Feel better! 

B: Thank you.  

C: Bye.  

B: Bye.  

Calling Into Work Dialogues 1/2
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Calling into Work – Car Broke Down 
 
A: Hello. This is ___________________. 

B: Hello, ___________________. This is ___________________ 

speaking. 

A: Oh, hi there. What can I do for you? 

B: I am calling to let you know I will not make it to work on 

time. My car broke down. I have a friend who will pick 

me up to bring me to work in about 1 hour. 

A: Oh okay, I am sorry to hear about your car. Thank you 

for calling to let me know. See you when you get here! 

B: Thank you.  

A: Bye. 

B: Bye. 
 
  

Calling Into Work Dialogues 2/2
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Interview Questions Review 1/3

Interview Question #1: Can you tell me about yourself and 
your previous work experience? 
 

 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 

Interview Question #2: What are two of your strengths and 
two of your weaknesses? 

Strengths: 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
Weaknesses: 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 

¥ Name 
¥ Where are you from? 
¥ How long you have lived in the United States? 
¥ Where have you worked in the past? 
¥ Why you are interested in the position you are applying for? 

¥ Use the qualities and attributes flash cards from last week to 
help you answer this question. 

¥ Do not just give four words. Be sure to give specific 
examples to support your answer.  
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Interview Questions Review 2/3

Interview Question #3: What is your availability? 

 
Sun. Mon. Tues. Wed. Thurs. Fri. Sat. 

       
 
 

 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 

 
Interview Question #4: What are your goals? 

 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 

 
 
 

¥ Talk about both days and times 
¥ Be aware that if it is a restaurant that you are applying for 

you might need to be available nights and weekends. If 
that is not possible you should probably apply to a different 
industry.  

 

¥ Goal = the object of a person's ambition or effort; an aim or 
desired result. 
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Interview Questions Review 3/3

Interview Question #5: Why should we hire you? 

 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
  

¥ Explain more about your strengths. 
¥ Be specific. 
¥ Tell a short story about your previous work experience that 

highlights your strengths – to help them remember you. 
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Interview True or False

Interviews: True or False? 
 

Directions: Read and then circle TRUE or FALSE for each statement. 
 
 

1. It is a good idea to show up fifteen minutes late for your interview. 

TRUE    FALSE 

2. In an interview, you discuss your skills, abilities and also your 

work experience.  

TRUE    FALSE 

3. The interviewer is always a man.  

TRUE    FALSE 

4.   

TRUE    FALSE 

5. In an interview if something is not clear, the applicant should not 

hesitate to ask a question.  

TRUE    FALSE 

6. Eye contact means that you should look at the interviewer when 

you are asked questions.  

TRUE    FALSE 

7. 

during an interview. 

TRUE    FALSE 

8. You can wear flip-flops, a t-shirt, and shorts to an interview.  

TRUE    FALSE 
!
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Return to Table of Contents

Week 8
CL Learning Objectives

Applying for Jobs Part II
Apply the vocabulary and lessons learned from previous 
weeks and complete an online application independently

Assessment 
Complete the VESL Plus Computer Literacy Assessment

Certificate of Completion 
Obtain a Certificate of Completion for the course

In Week 8, students will take 
what they’ve learned throughout 
the program and fill out an entire 
online application by themselves. 
Make sure to review the various 
keywords and vocabulary used in 
online applications, and distribute 
the CL assessment to test students’ 
proficiency. At the end of the 
course, each student will receive 
a personalized certificate of 
completion proving they completed 
the course.
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49 
 

Identify Your Job Search Focus                    تحديد التركيز الخاص بك للبحث عن عمل 
                          

When you start searching for a job, you need to focus on:  

 :عندما تبدأ بالبحث عن عمل تحتاج التركيز على

1. What job you are looking for?                                              مانوع العمل الذي تبحث عنه؟ 
2. What position you want to apply for? مانوع الوظيفة التي ترغب بالتقديم لها؟                            
3. What skills or talents do you have? لمواهب التي لديك؟                            ماهي المهارات او ا   
4. How is your level of English?                                         كيف هو مستواك في اللغة النكليزية؟ 

The answers of these questions will help you to narrow down your job search. 

                                                   .                                    بحثك عن وظيفة تضييق تساعدك علىهذه األسئلة ل إن األجوبة

Reading a Job Description and Qualifications 

It is very important to read the job description of the selected job carefully to figure out if it is a 
good fit you  

 
| Search LTL Driving Careers HomeCon-way Careers: Transportation and Logistics Jobs 
 
Job Description - Truck Driver- San Diego, CA (DRI006983) 

Job Description  
 
Truck Driver- San Diego, CA-DRI006983 

Description 

Job Summary: 

At Con-way, our driver job is not just behind the wheel. If you are looking to drive our business and not 
just our trucks, Con-way could be a good fit for you. Our drivers not only deliver freight and final goods 
to our service centers and customers' businesses safely, efficiently and free from damage, but they are 
also involved in unloading and distributing the freight as well. A Con-way driver is also a key part of our 
customer service team, as they frequently interface with customers, forging our relationship with them 
and driving future business. 
 
Description of Essential Job Functions: 

 Able to work a flexible schedule and as many as 12-14 hours in a day, including any of the 

Please Note:  
This site is 
optimized 
for a 
Windows 
based PC 
running 
internet 
explorer 7 or 
8. Applying 
using a 
Macintosh 
running a 
browser 
such as 
Safari or 
Firefox may 
reduce site 
performance 
and 
capability. 

Week 8 Computer Handout 1/3
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50 
 

shifts (day, evening, night and weekend).  
 Unload & load freight off/on trailers; lift freight and other objects of various shapes, sizes and 

weights (up to 50 lbs frequently and greater than 75 lbs occasionally); safely operate heavy 
equipment; move, position and connect/disconnect a converter dolly with an average 
weight/pull force of approximately 128 lbs; safely climb in and out of a tractor cab and trailer; sit 
for extended periods of time in a truck tractor and/or forklift; safely walk and stand for extended 
periods of time on various surfaces that may be uneven or slippery; operate a tractor/trailer 
combination up to 11 consecutive hours, in all types of weather, while safely transporting 
hazardous/non-hazardous materials; and safely walk, reach (including above your head), 
bend, climb, push, pull, twist, squat & kneel as necessary to perform the job duties.  

 Safely operate tractor-trailer combination, including doubles (and triples, where applicable).  
 Perform vehicle inspections required under section 396.13 of the Federal Motor Carriers Safety 

Regulations.  
 Maintain a current Class A CDL with Hazardous Materials and Doubles/Triples endorsements.  
 Operate and maintain records in accordance with Federal Motor Carrier Safety Regulations 

(FMCSR), Department of Transportation (DOT) and company policies as required.  
 Provide service excellence to customers including generating sales leads to appropriate 

personnel.  
 Prompt, daily attendance at assigned work location.  
 Perform other duties as assigned.  

Qualifications 
Compensation & Benefits: 
Pay starts at $20.14 per hour and may also include the opportunity for overtime and an annual company 
bonus. Benefit plans are based on length of employment, beginning with 401k eligibility and expanding 
up to full medical, dental, vision, prescription, life insurance and disability. Con-way Freight is a great 
opportunity for a challenging career with tremendous growth potential and the flexibility to be home 
every day. 
Skills & Experience: 

 Possess and maintain a valid Class A Commercial driver's license.  
 Hazardous materials endorsement required.  
 Doubles/Triples endorsement required.  
 Must be 21 years of age or older.  
 Forklift experience preferred.  
 Safe driving record and history.  
 Pass DOT drug test and have no prior positive tests or refusals.  
 Pass a company paid DOT physical.  
 Pass a company paid Post Offer Pre-Hire screen (physical essential functions) test.  

Company Overview: 

Con-way Freight is the premier provider of reliable, regional, inter-regional and nationwide LTL service 
to customers large and small across our integrated, single North American network of LTL operating 
locations. 
Recently, Fortune Magazine named Con-way the "Most Admired Company" in the transportation and 
logistics industry. At Con-way, you will work alongside a top caliber management team that not only 
understands the transportation industry but the importance of utilizing and developing top talent. If you 
are looking to build a solid and long-lasting career where you will be recognized and rewarded for your 
hard work, look to Con-way. Apply today and find out why thousands of people have made Con-way 
their employer of choice! 
We are proud to be an Equal Opportunity and Affirmative Action employer M/F/D/V 
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Information that you will need for Online Applications 
 المعلومات التي سوف تحتاجها لتطبيقات االنترنت

1 Full Name 
2 Email 
3 Phone Number  
4 Address 
5 Social Security Number 
6 Titles of Past Jobs 
7 Dates Employed 
8 Employer Names 
9 Locations of Past Jobs 
10 Past Supervisor’s Names 
11 Past Supervisor’s Phone Numbers 
12 Reasons for Leaving Past Jobs 
13 Names of All Schools Attended 
14 Locations of Schools Attended 
15 Names of Degrees/Diplomas 
Received 
16 Names of References 
17 Phone Numbers of References 
18 Email Addresses of References 
19 Relationship to References 
20 How long you have known your 
references 
21 Job skills, including computer skills 
and languages you speak 
22 Username 
23 Password 
 
 

 

 االسم الكامل1
 البريد اإللكتروني2
 رقم الهاتف3
 العنوان4
 رقم الضمان االجتماعي5
 السابقة الوظائف عناوين6
 عمل مواعيد7
  أصحاب العمل أسماء8
 السابقة الوظائف مواقع9

  الماضي المشرفين فياسماء 10
  المشرفين في الماضيأرقام الهاتف 11
 السابقة الوظائف ترك أسباب12
 لجميع المدارس اسماء13
 المدارس مواقع14
 الحاصل عليها اسم الدرجات15

 الدبلوم /
 المراجع أسماء16
 الخاصه بالمراجع أرقام الهاتف17
 مراجععناوين البريد اإللكتروني لل18
 المراجع العالقة مع19
 الخاصة بكالمراجع  تعرفأنت منذ متى و20
 بما في ذلك مهارات، مهارات العمل21

 اللغات التي تتحدثهاو الكمبيوتر
 اسم المستخدم22
 كلمة السر23
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VESL	  Plus	  Computer	  Literacy	  Assessment	  

1. Match	  the	  following	  email	  terms	  to	  their	  definitions.	  
a. Inbox	   	   	   __	  a	  series	  of	  letters,	  numbers,	  or	  symbols	  that	  you	  type	  when	  	   	   	  

	   	   	   	   you	  login	  to	  your	  email	  account;	  it	  should	  be	  kept	  private	  	  
b. Email	  password	   	   __	  the	  place	  where	  all	  your	  email	  messages	  are	  stored	  
c. Attachment	  	   	   __	  the	  place	  where	  you	  receive	  new	  emails	  from	  other	  people	  
d. Mailbox	   	   	   __	  a	  document,	  photo,	  or	  other	  item	  that	  is	  being	  sent	  along	  	   	   	  

	   	   	   	   with	  your	  email	  
	  

2. Ahmed	  is	  working	  on	  the	  computer	  and	  just	  did	  this:	  

	  

What	  is	  he	  doing	  on	  the	  computer?	  

a. Sending	  an	  email	  
b. Submitting	  an	  online	  job	  application	  
c. Saving	  a	  document	  
d. Turning	  the	  computer	  off	  
	  

3. What	  are	  three	  ways	  to	  use	  the	  internet	  to	  help	  you	  get	  a	  job?	  	  Write	  your	  answer	  below.	  

	  

4. If	  an	  online	  job	  application	  says	  that	  you	  can	  apply	  online	  or	  apply	  in	  person,	  which	  should	  you	  do?	  
a. Apply	  online	  
b. Apply	  in	  person	  
c. Apply	  online	  and	  then	  visit	  the	  employer	  in	  person	  to	  provide	  them	  with	  a	  copy	  of	  your	  resume	  

	  
5. When	  completing	  an	  online	  application,	  what	  information	  should	  you	  be	  prepared	  to	  submit?	  	  Check	  all	  that	  

apply:	  
__	  Resume	  
__	  Photo	  
__	  Social	  security	  number	  
__	  Your	  address	  
__	  Complete	  a	  personality	  test	  
__	  References	  
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6. 	  Which	  program	  should	  you	  use	  to	  make	  a	  resume?	  

a.	  	  Microsoft	  Word	  

b.	  	  Microsoft	  Excel	  

c.	  	  A	  web	  browser	  

d.	  	  Craigslist	  

7. 	  Google	  Maps	  can	  help	  you	  figure	  out	  how	  to	  get	  to	  a	  job	  interview	  by	  car	  only.	  	  TRUE	  or	  FALSE	  
	  

8. Nawal	  is	  doing	  this	  on	  her	  computer:	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
What	  is	  she	  doing?	  
a. 	  Closing	  her	  email	  
b. Turning	  her	  computer	  off	  
c. Finishing	  an	  online	  job	  application	  
d. Open	  a	  document	  in	  Microsoft	  Word	  

	  
9. 	  What	  steps	  can	  you	  take	  to	  make	  sure	  you	  are	  using	  the	  internet	  safely?	  	  Check	  all	  that	  apply.	  

__	  Logging	  off	  of	  your	  email	  account	  
__	  Keeping	  passwords	  private	  
__	  Never	  submitting	  your	  social	  security	  information	  as	  a	  part	  of	  an	  online	  job	  application	  
__	  Never	  submitting	  your	  phone	  number	  or	  address	  as	  part	  of	  an	  online	  job	  application	  
	  

10. 	  If	  you	  do	  not	  have	  a	  computer	  at	  home,	  where	  will	  you	  go	  to	  use	  a	  computer	  for	  online	  job	  search?	  	  Please	  
write	  your	  answer	  below.	  
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