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AOF Principles of Finance
Lesson 15
Learning from Industry Experts
In this lesson, students explore the various pathways to a career in finance. Students look at examples and evaluate the qualities of effective resumes, which give them a framework to begin writing their own resume. Students prepare interview questions and hear about life in finance from guest speakers in the industry. Finally, students apply what they have learned and create their own first resume. 
Advance Preparation
Line up a guest speaker, or several guest speakers, to talk with your students during Class Period 2. The speaker should be an industry professional who is prepared to discuss his or her own job history and current job, and what he or she looks for in someone applying for an entry-level position. Tell the guest that the students will be asking lots of questions and that the visit will be interactive. If the guest speaker can’t address the class in person, consider hosting a videoconference.
In Class Period 4, students will need computers with Microsoft Word or similar word processing software to write their resume (one student per computer).
In Class Period 4, students will need access to a printer to print their resumes.
This lesson is expected to take 4 class periods. It can be extended based on the number of industry experts who visit the class.

Lesson Framework
Learning Objectives
Each student will:
Evaluate personal experience and qualifications for potential internship and employment opportunities in finance 
Display understanding of potential internship and employment opportunities in finance
Develop a personal educational and career path for careers in the finance industry
Develop a resume
Academic Standards
The relevant Common Core State Standards are too extensive to list here but are an important basis for this lesson. For details, please refer to the separate document “Correlations to the Common Core Standards” (available in the Course Planning Tools section of the course materials).
Communicate clearly, effectively, and with reason (Career Ready Practices, Common Career Technical Core 2012)
Develop an education and career plan aligned with personal goals (Career Ready Practices, Common Career Technical Core 2012)
Assessment
	Assessment Product
	Means of Assessment

	Student resume (Student Resource 15.2)
	Assessment Criteria: Student Resume (Teacher Resource 15.2)


Prerequisites
Understanding of basic career roles and options in the finance industry
General understanding of the finance industry and the institutions that it serves
Instructional Materials 
Teacher Resources
Teacher Resource 15.1, Guide: Qualifications and Skills
Teacher Resource 15.2, Assessment Criteria: Student Resume
Teacher Resource 15.3, Key Vocabulary: Learning from Industry Experts
Student Resources
Student Resource 15.1, Reading: Example Student Resumes
Student Resource 15.2, Writing Assignment: Student Resume 
Equipment and Supplies
Blackboard, whiteboard, or flip chart
Computers with Microsoft Word or similar word processing software (one student per computer)
Printer (one for the class)

Lesson Steps
	Step
	Min.
	Activity

	
	
	class period 1

	1
	35
	Analysis: What Makes a Good Resume?
In this activity, students determine the characteristics of a good resume and apply the information to their own resume.
Begin the activity by writing the following terms on the board: 
Organization 
Format
Clarity
Detail
Wording
Refer students to Student Resource 15.1, Reading: Example Student Resumes, and review the resource with the class. Explain that the resource includes three samples of student resumes for finance and the five elements on the board represent the qualities of an effective resume. Have students review each of the sample resumes and identify at least one example of each of these five qualities listed. Students should ask themselves such questions as: What is excellent about this resume’s organization? About its format? 
Give students a few minutes to identify examples (by highlighting or making notes in the margin) of the five major qualities that are present in each example. Invite students to share their examples with the class. Record students’ responses on the board, grouping them under each of the five qualities. 
When there are several examples under each of the five qualities, ask students to think about what they will write for their own resume. Prompt students with the following questions: 
What from these examples would you like to incorporate in your own resume? 
Do you see areas that you could improve when you write your own resume? 
What skills and experiences do you want to include on your resume? 
Have students answer each of the questions in their notebook, and then instruct them to form triads to discuss their responses. Invite groups to share their thoughts with the whole class. Use Teacher Resource 15.1, Guide: Qualifications and Skills, to guide the discussion if students appear to be confused. 
As they begin thinking about their own resume, students should refer to any summer jobs as experience to draw from. At a minimum, ask students to list their culminating project and any applicable coursework. 
Explain to the students that one goal of a good resume is to make them stand out to a potential employer to help them get an interview. Let students know that they will have the opportunity to talk to a potential employer in the next class period, when the guest speaker comes to visit.
Instruct students to make a mental note of any resume questions they might have for the guest speaker such as, What do you look for on a resume when you’re hiring someone for an internship or a job?

	2
	15
	Group Discussion: Preparing to Meet an Industry Expert
Students prepare for the industry expert’s visit to the classroom by thinking about some questions that they could ask the visitor.
Inform students that in the next class period an expert from the finance industry will be visiting their class. Present a brief introduction of the visitor, including a description of the individual’s role within the organization at which he or she works. Point out to students that this is an excellent opportunity to learn directly from someone in the industry what the work is like and also to learn the qualities and experiences that are most important.
Ask students to think about what they might ask this person, and then have them write down two or three questions in their notebook.
Ask students to share their questions with a partner. They should copy down any questions from their partner that they think are helpful.
During the last five minutes of class, go around the room, and ask each pair to share one question they thought of. Encourage students to copy down any good questions they hear into their notebook. Let the students know that you may call on any of them to ask the expert a question, so this list in their notebook is good preparation for that.
Make sure students understand that they are expected to take notes during the speaker’s visit. Have them start a new page in their notebook and label it with the guest speaker’s name and the date of the visit. Suggest that they plan to write down each question as it is asked and then make notes on the important elements of the speaker’s response. Remind them that they should not aim to write down everything that the speaker says but to focus on key points.
Note: Prep the expert by informing the individual of the general types of questions (what he or she looks for in a resume, etc.) that will be asked before the actual classroom visit.

	
	
	CLASS PERIOD 2

	3
	35
	Informational Interview: Asking an Industry Expert
Explain to students that they will be given the opportunity to ask the industry expert questions and become aware of the knowledge, skills, and experience required for success in the field. This activity focuses on the following college and career skills:
Demonstrating the ability to listen effectively
Understanding the opportunities and requirements in this industry or field
Begin the class period by introducing the expert you’ve invited. Ask the visitor (or each visitor, if appropriate) to briefly describe the following:
Position in the industry and responsibilities in this role
Work history, possibly including a current resume and how that person settled into this current position
Educational background and how educational experiences were preparation for work
Pathways that the expert or colleagues took to get into finance—what career opportunities were taken and what opportunities were not taken?
Soft skills—which ones matter the most and why do they matter?
Use these questions together with any additional questions that you think might help set context for your students.
Once the industry expert has discussed these points, call upon students to ask the questions that they prepared in their notebook. After the students’ questions have been answered, have the class thank the expert, and tell the class that they will have an opportunity to reflect on the interview during the next class period. 

	4
	15
	Think, Pair, Share: Rounding Out Your Resume
In this activity, students synthesize what they have learned about effective resumes and evaluate ways to incorporate their culminating project learning into their resume.
Instruct students to return to Student Resource 15.1, Reading: Example Student Resumes, and respond to the following:
Based on how the sample resumes list experience, how would you include the culminating project on your resume? 
Where would it go? 
What would you say about it? 
Have students individually think about the above questions, and then instruct them to share their thoughts with a neighbor. Invite students to share with the class. Based on students’ responses, write a description of the culminating project on the board. Ask students to copy the description in their notebook.

	
	
	CLASS PERIOD 3

	5
	20
	Notebook Reflection: Reviewing the Industry Expert’s Responses
This activity allows students to reflect individually (and as a class) about what they learned from the expert. 
Based on the expert’s presentation, ask students to reflect in their notebook on one or more of the following prompts:
I am more interested/less interested in working in this field now because….
The most important skills I have for this industry are….
I still need to work on….
Invite students to share their thoughts with a partner and then the class. 
Next, guide students into thinking about what the speaker mentioned about skills or knowledge that they could include on their resume. Tell students to write these ideas down in their notebook. 

	6
	30
	Prewriting: Review and Discussion of Example Resumes
The purpose of this activity is to prepare students to write their own resume. This activity focuses on the following college and career skill:
Developing awareness of one’s own abilities and performance
Ask students to look at the first example resume in Student Resource 15.1 and ask them the following question: 
Do you think a recruiter would bring this person in for an interview for an accounting internship? Why or why not? 
Use this conversation to identify qualities of an effective resume, which may include the following:
The person has a high GPA.
The person has taken courses and has skills and knowledge that are relevant to an accounting internship.
The resume makes it clear that the person “goes the extra mile” in school and community. The person has done volunteer work or extracurricular activities.
The person has chosen to highlight achievements, workplace experience, or qualities that would be of interest to a potential employer.
Ask students to identify these qualities in the example resumes.
Next, tell students to think about the qualifications, skills, and knowledge they gained from this class, other classes, and extracurricular activities. These are the points they will list on their own resume. Tell them to read through the examples again, this time thinking about which of their own qualifications they can insert. Ask them questions such as the following:
Do you have this skill? If not, do you have a similar skill? 
Do you have any of these qualities? If not, what qualities, or personal characteristics, do you think are relevant that you may want to include?
If students have trouble answering these questions for themselves, advise them to consult with a classmate who knows them well and give each other ideas about the skills, qualities, and personal characteristics they see in each other. 
Note that for many people it is difficult to write a resume when they haven’t had a job before and therefore don’t have much experience to list. Explain that they should emphasize any educational or volunteer experiences they have had—helping out at church, serving as a sports team manager, being on student council or in a school club—and try to show how those activities are applicable to the internship that they are interested in. For example, being a team manager or serving on student council requires time management skills and leadership abilities, and it may include public speaking or budget management and fundraising responsibilities. Also encourage students to think about skills and experience they might want to develop as they continue moving forward in the Academy of Finance. For example, they could take a course in public speaking over the summer and include this on the next version of their resume.
Explain to students that their next step is to write a rough draft of a resume, which they will do during the next class period. Encourage them to think about what skills and knowledge they might want to emphasize on their resume for homework.

	
	
	CLASS PERIOD 4

	7



	40
	Writing Assignment: Writing a Resume
The purpose of this activity is to give students an opportunity to write their own resume to use when applying for an internship, volunteer work, or a job. They can then build on this resume as they take more classes or complete relevant work experience. The activity focuses on the following college and career skill:
Prioritizing and completing tasks without direct oversight
Explain to students that the resume they write in this activity is a starting point for the resume they will use to apply for an internship. They will have several opportunities to add to this resume during their high school years as they take more classes and complete relevant work experience. In the meantime, they can use their resume to apply for jobs and volunteer positions. Refer students to Student Resource 15.2, Writing Assignment: Student Resume, and review it with students. Go over the assessment criteria, answering any questions.
Explain to students that they will use a Word template to develop their resume. Begin by directing them to the Word templates and helping them identify an appropriate one. Templates will vary depending on the version of Microsoft Word that students are using, but you may want for them to look at templates with names like High School Resume Template, Internship Resume Template, Simple Template, or Basic Template. After they choose a template, have students get to work drafting their resume. You may want to check that the templates students chose are appropriate. If some students are having difficulty creating their own resume using a Word template, ask them to get help from their peers who have more experience with this genre of template.
Approximately halfway through the class period, ask students to share their in-progress work with a partner. Ask them to point out to their partner two items he or she is doing well and two items that might need more work. Then have students return to working alone. 
Near the end of the class period, instruct students to complete their resume for homework if necessary, and encourage them to print out and share their polished resume with a friend or family member. Remind them that a new set of eyes is likely to see small glitches in formatting content, spelling, or grammar that need attention. Instruct students to submit their resume for assessment at the beginning of the next class period, and assess all resumes using Teacher Resource 15.2, Assessment Criteria: Student Resume. 
Explain that it is very important that students save a copy of their resume so that they can update it whenever they have new items to add, and have it ready to print whenever they have an opportunity for an interview or a meeting with a professional. You might also want to suggest that they include the date in the file name they give to their resume so that they always know which version is most recent.
Tell students that they have just taken a crucial step toward launching their careers and that all professionals must keep a resume handy and update it periodically. 
Point out to students that at the end of each semester they should update their resume with additional information about their education and experience so that when the time comes they will be ready to apply for an internship in finance.

	8
	10
	Think, Pair, Share: Building a Resume Throughout High School
Ask students to think about the example resumes they examined in the previous class period and think about what made one stronger than the others. Then ask them to look at their resume and identify the gaps in their resume compared with the best example. In particular, they should think about what they will need on their resume to be a strong candidate for internship positions in a couple of years. For example, maybe they need a higher GPA, more volunteer work experience, additional coursework, more demonstration of leadership skills, more extracurricular activities, and so on. Ask students to make a list in their notebook of all of the gaps they will endeavor to fill over the next semesters in order to land the internship they want. 
After students have a few minutes to write their ideas, ask them to share one or two of their ideas with a partner, and then have pairs share with the class. Encourage students to add any new ideas to their list that they get from their peers.
Point out to students that they should keep this list in mind as they move into the next semester and think about which of the items on their list they want to concentrate on.


Extensions
Content Enrichment
As a Work-Based Learning (WBL) activity, practice filling out an internship application. Explain to students that many employers ask potential interns to fill out an application prior to an interview. Emphasize the importance of being thorough and accurate. This activity gives students time to practice the proper way to fill out this type of application. Key tips to discuss with your students prior to beginning, include:
Be honest. Employers will check the reliability of the information you provide, so avoid exaggeration. 
Read closely and follow instructions exactly. 
Always use blue or black ink. 
Do not leave blank spaces—provide all the information that is requested.
Provide a professional email address (not cooldude2020@yahoo.com).
Refer to your resume and attach a copy.
A mock interview application can be found in the WBL resources of NAF’s Academy Support Hub.
Have students write a cover letter to go with their resume, using the following website to guide them:
Cover Letters http://jobsearch.about.com/od/coverletters/Cover_Letters.htm)
Have students write a thank-you note or email to the expert(s) who visited. Tell the students to include specific facts they learned from the presentation, and review the note for appropriate language and format. Point out that it’s a good habit to send thank-you notes or emails to people after an in-person interview as well.
Organize the class to attend a college fair, tour a local college campus, or have a college admissions officer come in as a guest speaker.
Have students visit a local fast-food restaurant or other business, obtain an employment application, and fill it out as practice. Applications are also sometimes available online, and an electronic submission is also good practice. (Be sure to tell them not to write down their Social Security number, because it should never be given to others without a reason.)
STEM Integration
Technology: Include QR (quick response) codes with Student Resource 15.2, Writing Assignment: Student Resume, to link to additional information and resources on resume writing, as well as additional examples of well-written resumes. 
A QR code is a two-dimensional barcode that is readable by smartphones and tablets with cameras. To understand the utility of these codes and to see how they work in a classroom, see “Twelve Ideas for Teaching with QR Codes” on Edutopia at http://www.edutopia.org/blog/QR-codes-teaching-andrew-miller. Generate your own codes for free using a site like https://bitly.com, www.qrcode-monkey.com, or Google QR Code Generator. Student devices require the appropriate reader software and are also available free from the iTunes App Store or Google Play.
Additional Cross-Curricular Ideas
English Language Arts, Social Studies, Science (Biology, Chemistry, Physics): Have students create a resume for a fictional character (Hercules), a historical figure (Abraham Lincoln), or a famous scientist (Albert Einstein). These resumes should include education, experience, and skills based on what is known of that person. Make sure students use proper format and display the resumes when completed. This can be an effective way of reviewing characters in a literary work or from a particular historical period or of introducing real-life biographies into a science class. If students complete a resume for a real person, ask them whether they learned anything surprising from this assignment (e.g., Einstein was not always a good student even though he was smart).
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