Contacts

NAME OF ACTIVITY
UNIT:

Exploring the 16 Occupational Clusters

TASK:

Define the 16 career cluster classification system.

ACTIVITY TYPE:
Technology, Teamwork

APPROXIMATE TIME:
Two to three class periods

MATERIALS:
Computers with database software program, The Yellow Pages

PROCEDURE:

1. In addition to understanding the computer hardware and the network systems that give us access to so much information, there is also a growing need for people who understand the software that manages those enormous amounts of information.

2. Students will need a basic understanding of database software packages in order to complete this assignment.  Obtain a tutorial, or arrange for someone to work with students to develop a simple database for which students can sort reports and perform simple queries.

3. Using the Yellow Pages or a similar resource, have students locate at least fifteen employers where they would be willing to work during the summer.  Make sure that students collect information for the name of the business, the name of a contact if possible, the address, and phone number (s).

4. Using a database “wizard,” create a contact management database.

ENRICHMENT:
Have students write a letter of application to each employer they selected.  Use a mail merge tool to personalize each letter and to print the address labels for each envelope.

