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Teacher's Name

The learner will demonstrate his/her communication
skills by recording a 5 minute telephone
conversation using a script approved by the teacher
where conditions are applicable in a work setting.
The evaluations will be base on rubric.

Teacher discusses his/her own experience as
a receptionist at Pangea Floor and will ask
students to discuss their own similar

Appropriate communication over the telephone
in work environment is essential in any work
field.

Lecture Class/Group Discussion
Teacher Modeling Question/Answer
Media Presentation Guided Practice

Small Group Independent Practice

Process

TLW listen to an audio telephone conversation from
collegeboard.com. Teacher will provide explanation
of what professional phone etiquette entails.
Student will get in to groups of two and role-play a
conversation based on different scenarios and
dialogues provided on a handout; each student will
demonstrate appropriate phone conversation by
taking turns over the tape recorder. Teacher will
grade base on how well the student manages the
time and vocabulary on the given taks.

positive reinforcement

exieriences.

Accommodations made based on individual student specification; small group, oral presentation, frequent feedback,

Course/Subject

Date(s)/Time

Human Dev., Management & Services
|:| Industrial and Engineering
Personal and Protective Services

D Agricultural Science
Art, Communications & Media
Business & Marketing

|:| Health Science Technology
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Life skills for vocabulary words handout, phone script handout

Print material from collageboard.com, tape and tape recorder from
library, attach rubric.

computer, internet tape recorders

Assessment

Teacher Evaluation Peer/Self Evaluation

|:| Employer Evaluation Written/Oral Presentation
D Test/Quiz D Others;

Bloom's Taxonomy in Assessment

D Knowledge |:| Analysis
(] comprehension [ ] synthesis
Application Evaluation

Reteach Activity/Homework

HW: Write a dialogue for a scenario - an
incoming student acquiring information to enroll
in college.

Lesson Closure
Overview of the steps to follow for an appropriate phone conversation.




