May I Take a Message?

NAME OF ACTIVITY
UNIT:

Exploring the 16 Occupational Clusters

TASK:

Define the 16 career cluster classification system.
ACTIVITY TYPE:
SCANS

APPROXIMATE TIME:
One class period

MATERIALS:
Message pads, pencils
PROCEDURE:

1. Hold a class discussion about the importance of communication, including listening skills in Business and Administration careers.  

2. Tell the students to imagine that they are the receptionist for a large company in their hometown.  One of their responsibilities is to take messages for the company administrators.

3. Before beginning this activity, record several messages on tape.  The messages should be brief, about 20-30 seconds.  Alternatively, you may have the script written and ask one or more students to be the caller and read the script.

4. Students should record the message including the date and time of the call, whom the call was for, the name of the caller, the caller’s company or organization, the caller’s telephone number or contact information, and a brief description of the message.

5. Have students compare their messages for differences.  Play the recordings again, and have students correct any errors in the messages.

ENRICHMENT:
     
