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MobDuLE 1 - ACTIVITY #1

SETTING GOALS:
DAILY LIVING GOALS

In this activity MAC participants will set personal goals related to daily living.
Note: Activities #2 Setting Goals: Skill Development and #3 Setting Goals:
Employment Possibilities should follow this activity.

VOCABULARY USED
SUPPLIES AND HANDOUTS IN THIS ACTIVITY

Dollar bills, including a five dollar bill alarm clock
beard

Tape (for taping the $5 bill to a wall) brook

cell phone

Optional: Alarm clock )
custodian

Handouts: daily life
fast food

CELL PHONE football
gloves

goal

goal posts
hammer and nails
FOOTBALL health care
janitor

GOAL POST job

mansion

mop

movie star

rake

soccer

store

telephone repair
text message
theater

tools

truck

yard work

GOAL!

SOCCER

ALARM CLOCK
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BACKGROUND INFORMATION

A goal is something to aim for — a personal or group achievement.

Some MAC participants may have firm ideas about what their personal goals are,
while others may have no idea of what they want to achieve.

For many refugees, the concept of setting a goal may seem to be a futile effort.
They may be unaccustomed to thinking about where they see themselves in the
future. They may not comprehend that they can be responsible for setting and
achieving their personal goals.

Or the MAC participants may have unrealistic goals that are based on
misinformation about life in the United States.

Therefore, the goal-setting process should begin with small steps.

In this activity, the MAC participants begin with one small daily
goal. It should be a goal that is personally meaningful and easy
to achieve. The participants can keep adding more goals that
specify their plans for the future.

MAC participants can record their goals on their personal Action Plan and their
Individual Connection Plan (ICP) and keep referring to them as the progress
through the activities.
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ACTIVITY STEPS

. Hold up a $5 bill and tape it to the wall. Tape the handout CELL PHONE next to
the money. Explain that you plan to keep adding to the cash to save up for a cell
phone. Add more bills next to the $5 bill.

Explain that the goal is to buy a more sophisticated cell phone.

. Discuss the meaning of the word goal:

A goal is something to aim for — a personal or group achievement.

Show the handout GOAL! and explain how the arrow is aimed toward the goal
(center circle).

. Show the handouts SOCCER GOAL and GOAL POSTS and discuss the meaning of
a goal in sports. Explain that a goal in personal life is similar.

. Tape the handout Alarm Clock to the wall (or set an alarm clock to ring).
Explain that your goal is to get to work on time every day.

. Ask: What are some things that you would like to do every day but are not
always successful?

Provide examples:

Get to the MAC program on time.

Learn English.

Save enough money to buy new clothes.
Be nicer to a sibling.

Find a job.

. Ask: What would it take to achieve the things that you mentioned?
Go through the steps for some of the goals mentioned. Explain that achieving

a goal doesn’t happen overnight. Some goals require several steps and practice.
There will be mistakes and slip-ups, but it's important to keep the goal in sight.
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7. Ask: Is this a good goal for me?

Discuss how goals must be realistic, but with determination, research, skill,
and a little luck, they might be achievable.

Learn how to drive a truck.
Become a movie star.
Grow a beard to my knees.
Buy a mansion by the end of the year.
Go out to dinner with (famous person familiar to the group).
8. Ask: What are smaller goals | could try to achieve in my daily life?
The group can offer possibilities or provide examples:
. Stop looking at text messages when talking to someone.
. Practice a new skill (guitar, basketball) at least 30 minutes a day.
. Save $10 a month.
9. Ask each person to identify one daily goal that they would like to achieve.

The group should discuss how the goal can be achieved.

Explain that the group will provide support and guidance in helping the MAC
participants achieve their personal goals.

10. Additional goals can be added throughout the MAC program. Follow this activity
with Activity #2 Setting Goals: Skill Development and Activity #3 Setting Goals:
Employment Possibilities.
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MobDULE 1 - ACTIVITY #2

SETTING GOALS:
SKILL DEVELOPMENT

In this activity, MAC participants will identify
personal interests and connect them to skill building goals.

VOCABULARY USED

SUPPLIES AND HANDOUTS IN THIS ACTIVITY

Optional: Sample job-related tools that will child care
require specific skills, such as: laptop, drill,

hammer and nails, stethoscope, paint roller,
beaker, culinary equipment, wrench, hair dryer, customer service
blueprint, trowel, children’s toy, calculator, level,

construction

: . deliver
serving tray, hangars, clipboard, and large floor Y
mop. equipment

factory
Handouts
OUTDOOR category handouts: goal
YARD WORK grocery store
SAW _
RIDING LAWN MOWER/HEAVY EQUIPMENT landscaping

interests
PEOPLE category handouts: )
STORE BIG STORES maintenance
RESTAURANT FAST FOOD movement
STORES CHILDREN

outdoors
ORDER category handouts: preference
CLEAN UP CAR REPAIR .
JANITOR TOOLS repair
FILE REPAIRS skills

tools
MOVEMENT category handouts: trash collector
THEATER FACTORY
SPORTS DELIVERY

WHAT IS OKAY? (2 PAGES)
CERTIFICATIONS
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BACKGROUND INFORMATION

In this activity on goal-setting, the MAC participants will begin to identify their
personal interests. They will become familiar with what skills they may have to
develop in order to pursue their interests.

For example, if a MAC participant likes to be outdoors as much as possible, there
are jobs that take place outside. This activity will inform the participant about what
those jobs are, and what skills must be developed in order to be qualified for
outdoor jobs.

The MAC participants will not be setting specific employment or education
goals, but skill-building goals. They will become familiar with a few jobs that are
connected to specific interests. More details about fields of employment are
discussed in Activity #3 Setting Goals: Employment Possibilities.

Remind the MAC participants that a goal is something to aim for
— a personal or group achievement. Some participants may have
firm ideas about what their personal goals are, while others may
have no idea what they want to achieve.

For many refugees, the concept of setting a goal may seem to

be a futile effort. They may be unaccustomed to thinking about where they see
themselves in the future. They may not comprehend that they can be responsible
for setting and achieving their personal goals.

Or the MAC participants may have unrealistic goals that are based on
misinformation about life in the United States. This activity will serve as
a reality check about what skills are necessary to achieve employment goals.

MAC participants can record their goals on their personal Action Plan and Individual

Connection Plan (ICP) and keep referring to them as they progress through the
activities.
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ACTIVITY STEPS

1. Remind the group that a goal is something to aim for — a personal or group
achievement. The group is going to explore how a goal can be connected to a
personal interest or skill.

2. Ask the whole group: Do you enjoy being outdoors? If yes, then move to [name
any location in the room].

0 Explain that the Outdoors subgroup might want to develop specific skills so
that they can obtain a job that requires them to be outdoors.

O Give examples of outdoor jobs and the skills that may be required:

. landscaping

. environmental centers

. trash collector

. outdoor repair (telephone, cable)
. construction

O Discuss the handouts from the OUTDOORS category.

0 If work-related tools and equipment are available, give the MAC
participants a chance to hold the tools. (See Supplies list.)

O Ask the Outdoors subgroup: What goals could you set to develop your
skills so you could work outdoors?

. Learn how to use a tool

. Observe people on the job

. Talk to workers in the job and find out what they do

. Practice some of the job activities

. Explore the local neighborhood to see who works outdoors

O Short-term skill development goals should be included in the MAC Action
Plan.

3. Ask the whole group: Do you like being around people? If yes, then move to
[name a different location in the room].

0 Explain that the PEOPLE subgroup might enjoy developing specific skills so
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that they can obtain a job that requires them to interact with people
(e.g., providing customer service).

0 Give examples of the jobs and the skills that may be required:

. retail

« restaurant

. fast food

. schools / child care
. theaters

. convention centers

O Discuss the handouts from the PEOPLE category.

0 If work-related tools and equipment are available, give the MAC
participants a chance to hold the tools. (See Supplies list.)

0 Ask the PEOPLE subgroup: What goals could you set to develop your skills
so you could work with people?

. Learn about organizations that provide customer service

. Observe people on the job

. Talk to workers and find out what they do

. Practice some of the job activities

. Explore the local neighborhood to see what organizations
provide customer service

O Short-term skill development goals should be included in the MAC Action
Plan.

4. Ask the whole group: Do you like to make things organized and clean? If yes,
then move to [name a third location in the room].

0 Explain that the ORDER sub-group might enjoy developing specific skills so
that they can obtain a job that requires them to organize things and make
them neat and clean.

0 Give examples of the jobs and the skills that may be required.

. Mmaintenance

. filing

. retalil

. grocery store worker
. health care worker
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O Discuss the handouts from the ORDER category.

0 If work-related tools and equipment are available, give the MAC
participants a chance to hold the tools. (See Supplies list.)

O Ask the ORDER subgroup: What goals could you set to develop your skills
so you could work in a job that requires you to make things organized,
neat, and clean?

. Learn how to use equipment

« Observe people on the job

. Talk to workers in the job and find out what they do

. Practice some of the job activities

. Explore the local neighborhood to see what businesses

require order

O Short-term skill development goals should be included in the MAC Action
Plan.

5. Ask the whole group: Do you like to move around and use your muscles? If yes,
then move to [name a fourth location in the room].

O Explain that the MOVEMENT subgroup might enjoy developing specific skills
so that they can obtain a job that requires them to be with people.

0 Give examples of the jobs and the skills that may be required.

« construction

« Mmaintenance

. equipment/car repair

. grocery / discount store worker
. factory worker

. delivery

O Discuss the handouts from the MOVEMENT category.
0 If work-related tools and equipment are available, give the MAC partici-
pants a chance to hold the tools. (See Supplies list.)
0 Ask the MOVEMENT sub-group: What goals could you set to develop your
skills so you could work in a job that requires you to move around a lot and

use your muscles?

« Build your strength
. Observe people on jobs that require movement
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. Talk to workers in the job and find out what they do
. Practice some of the job activities

. Explore the local neighborhood to see what businesses require
muscle power

6. Discuss the handout WHAT IS OK? with the group or individual participants. Some
MAC participants may be ready to discuss the handout CERTIFICATIONS.

7. Encourage MAC participants to report on what they observed and practiced to
achieve their short-term skill development goals.
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MobDULE 1 - ACTIVITY #3

SETTING GOALS:

EMPLOYMENT POSSIBILITIES

In this activity, MAC participants will begin
to set goals that are related to future employment.

SUPPLIES AND HANDOUTS

VOCABULARY USED
IN THIS ACTIVITY

Large bag with the following items:

calculator

potted plant or watering can

law enforcement badge or gavel

model car

drill or piece of lumber

bus token/ticket

box ready to be shipped

business report

advertisement (to represent sales and marketing)
travel brochure or hotel advertisement
clipboard

chalk

empty prescription medicine container
makeup

small paint can or paint brush

Handouts:

SOME QUESTIONS TO HELP YOU
DREAM JOB

DREAM JOBS (6 pages)

| WANT TO WORK OUTDOORS!

| WANT TO HELP PEOPLE

THE WORLD OF SALES

FOOD AND HOSPITALITY

JOBS THAT WORK WITH NUMBERS
QUALIFICATIONS CHART

WHY TAKE THE GED?

PATHS TO THE HIGH SCHOOL DIPLOMA

advertisement
badge
brochure

bus token
business report
calculator
chalk

clipboard
diploma

dream jobs
gavel

GED (General Educational Development)
goal

hospitality jobs
lumber
makeup
medicine
qualifications
sales jobs
ticket

watering can
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BACKGROUND INFORMATION

In this goal-setting activity, the MAC participants will begin to think about
what they may need to do to prepare for a job. They will not be expected
to establish a career plan, but will become aware of the many different
routes to becoming qualified for jobs.

Remind the MAC participants that a goal is something to aim for — a personal
or group achievement. In this activity they can set goals related to preparing
for a job.

Keep in mind that for many refugees, the concept of setting a
goal may seem to be a futile effort. They may be unaccustomed
to thinking about where they see themselves in the future.
They may not comprehend that they can be responsible for
setting and achieving their personal goals.

Or the MAC participants may have unrealistic goals that are based on
misinformation about life in the United States. This activity will provide the
opportunity to explore realistic employment options that are tied to interests and
personal goals.

Module 1 Activity #1 Setting Goals: Daily Living and Activity #2 Setting Goals:
Skill Development will also assist MAC participants in the process of setting goals.
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ACTIVITY STEPS

1. Fill a large bag with the items listed under SUPPLIES AND HANDOUTS. Ask one
MAC participant to reach into the large bag and pull out an item without looking.

The group should discuss:

the name of the item

what it is used for

who might use it on the job

if anyone in the group has used the item on the job

o
s

Describe the many different jobs where the item might be used.

Discuss the requirements for becoming qualified for the jobs, and the routes to
becoming qualified. Record on the handout QUALIFICATIONS CHART.

Examples of routes are:

education

training courses

certification programs

on-the-job training

volunteer / job shadowing opportunities

. Each MAC participant should pull an item from the bag and the group should
discuss it.

As they discuss the items, the participants can share information about
qualifications they already have or would like to achieve.

Many of the MAC participants will still be absorbing the information about all of
the job options and the steps that have to be taken to be able to apply for a job
that interests them. It may be overwhelming, especially if they are not remotely
qualified — or if jobs in their chosen field are not available. The purpose of the
activity is to provide information on all of the different approaches to becoming
qualified for employment.
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3. Encourage each MAC participant to identify a personal goal that is related to
future employment. They do not have to be specific, but should identify one
thing that will start them on the path. Sample goals might be:

Find out what is required to become a

Contact the agency to find out if my skills are transferable.

Talk to a Community College about training courses available.

It is important to identify one step that is easy to
accomplish with assistance from the MAC Coach, the
Refugee Resettlement Case Manager, and other adults.

. Some MAC participants may benefit from the information
provided on the handouts WHY TAKE THE GED and
PATHS TO THE HIGH SCHOOL DIPLOMA.(Activity #12 Why Take the GED
provides more information.)

. For MAC participants who are still uncertain about what jobs they would like
to pursue, assist them in completing the handout SOME QUESTIONS TO HELP
YOU. This process may assist them in identifying goals.

. Encourage the MAC participants to share their personal discoveries and goals
with the rest of the group.
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MobDuULE 1 - ACTIVITY #4

BUILDING A STRONG WORK ETHIC

In this activity, MAC participants become familiar with the characteristics
of a strong work ethic that every employee should establish.

VOCABULARY USED
SUPPLIES AND HANDOUTS IN THIS ACTIVITY

Set of plastic bowling pins or small picture books bowling
set up to be knocked over
bowling pins
Plastic bowling balls
excellent attendance
Bowling pin pictures attached to the pins / books
(see Handouts below) professional

Space to set up pins and roll bowling balls (long teamwork
table or floor space)
work ethic

Handouts:

BOWLING PIN PICTURES (5 pages) cut out and
attached to the bowling pins with tape

GOALS FOR WORK
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BACKGROUND INFORMATION

Regardless of their job, employees are expected to have the same basic work
ethic that includes the following characteristics:

excellent punctuality and attendance
professional behavior (polite, clean, cooperative)
quality work

completed work

compliance with policies and procedures

positive relationships

responsible team membership

willingness to learn and grow

MAC participants, especially those who have not experienced employment,
volunteering, or internships, will need to practice the skills that build a strong
work ethic. As they play the game in this activity, they will become familiar with
basic expectations of all employees and should establish related goals.
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ACTIVITY STEPS

1. Set up the bowling pins (or thin books used as “pins”) at the end of
a long table, or where the participants will be able to take turns rolling
a ball to knock them down. The distance to the pins should be short
enough so that the players can be successful.

Remind the MAC participants about that a goal is something to aim
for — a personal or group achievement.

The pins should be labeled with the eight work-related goals that every
employee should try to achieve. (See Handouts.)

Explain how the pins can represent personal goals in the workplace that everyone
should have. The employee is the bowling ball, aiming to knock over (or achieve)
a goal.

2. Show each pin and how to roll the ball to try to knock it over.

Front Pin
Excellent Attendance

Second Row of Pins
Getting to Work on Time
Doing your best work

Third Row of Pins
Finishing the work on time
Following the rules of the organization
Developing good relationships

Fourth Row of Pins
Teamwork — working well with other employees
Professional Behavior (polite, clean, cooperative)
Willing to Learn
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3. Each MAC participant can keep taking turns to knock the pins over. Rotate to set
up the pins for a new bowler.

Keep repeating what the pins represent and encourage the group to cheer the
employee (bowler):

. Congratulations! You are going to get to work on time!
. Nice work! You are following the rules of the job!
. Great job! You are polite, clean, and cooperative!

Give the bowlers plenty of chances to knock
all of the pins over.

. When everyone has had a chance to bowl,
turn the pins around so that the group

cannot see the labels.

Ask: What are the things that every employee should do at work?
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MobDuLE 1 - ACTIVITY #5

UNDERSTANDING INDEPENDENCE

In this activity MAC participants will understand
how employment can lead to increased independence.

VOCABULARY USED

SUPPLIES AND HANDOUTS IN THIS ACTIVITY

Handouts: advertising
SIGNS OF INDEPENDENCE bus
cell phone
checkbook
BASICS OF INDEPENDENCE child care

college

IS THIS INDEPENDENCE?

PAYCHECK INDEPENDENCE
computer
GET YOUR HIGH SCHOOL DEGREE!
doctor

WHO WOULD YOU CALL? groceries

DO YOU NEED HELP? healthy living
hotline numbers
independence
movie theater
paycheck

repair

shelter
television
transportation
uniform

vacation
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BACKGROUND INFORMATION

Independence means the ability to make decisions, have opinions, and
experience freedom without control from others. The concept of independence
may be new to most refugee MAC participants. They may be experiencing
independence for the first time, but not realizing that with independence comes
responsibility and accountability.

In this activity, the focus will be on independence that can

be the result of obtaining employment. Emphasis is on the
importance of accepting guidance and support while developing
an independent life — and building competence so that
independent life is fulfilling.

The MAC Coach should stress that good decisions usually come from personal
ideas and preferences combined with input from respected friends, family
members, and experts.
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ACTIVITY STEPS

1. Distribute the handout SIGNS OF INDEPENDENCE.

Explain that independence means that MAC participants can be in control of their
own lives. They can:

participate in activities that they choose

determine their own path — and succeed on their own terms

apply their talents to help themselves and others as they wish

use their strengths for self-reliance (instead of depending on other people
for everything).

Ask: Are these examples of independence?

Use each picture on the handout SIGNS OF INDEPENDENCE to provide examples
of independent living. Discuss how a paycheck will allow for the freedom to
explore personal interests and make personal decisions about lifestyle.

Read the statements on the handout IS THIS INDEPENDENCE? and discuss.
. Distribute the handout BASICS OF INDEPENDENCE.
Review the basic expenditures that are the first step to independence:

food

shelter
clothing/uniform
transportation
child care
healthy living

. Distribute the handout PAYCHECK INDEPENDENCE. For each item on the handout
ask what the MAC participants would use their paycheck for (e.g., transportation
to work, taking a trip, going to the movies).

The MAC participants may have unrealistic notions about how far a paycheck will
stretch. Discuss how television and advertising show what is available but not
always what is affordable. Stress that the basics come first.
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4. Ask: If you are living independently, does it mean that you are always alone?
Discuss the importance of family, friends, and community as a
source of support, fun, and comfort. The MAC participants can
still be independent and live with family members, collect social

services such as food bank items, and accept donated items.

Ask: If you were earning a paycheck would you still be able to live with your
family and be independent?

. Distribute the handout WHO WOULD YOU CALL?

Ask: Why would you need someone to call if you are
supposed to be living on your own?

Stress the importance of reaching out for assistance and
information so that independent living can be successful.

Discuss how good decisions usually come from personal ideas and preferences
combined with input from respected friends, family members, and experts.

Ask: Who would you call if you need help?

Make sure that the MAC participants actually know how to reach friends, family,
MAC Coaches, Refugee Resettlement Case Managers, and others who can assist
them.

Distribute the handout DO YOU NEED HELP? and discuss each hotline and the
value of free, confidential advice for anyone who has a question or problem.
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MobDULE 1 - ACTIVITY #6

FIRST IMPRESSIONS

In this activity MAC participants will learn about
the importance of a positive first impression.

VOCABULARY USED
SUPPLIES AND HANDOUTS IN THIS ACTIVITY

Information about local sources for free and bath
inexpensive clothes. .
breath mints
Hygiene items, preferably more than one choice for clean clothes
some of the items: shampoo, toothbrush and
toothpaste, deodorant, nail clipper, comb/brush,
soap, body wash, nail file, shaving cream, razor, deodorant
washcloth and towel, breath mints, mouthwash

clean socks

detergent

Laundry products (detergent, stain remover, hand sanitizer
bleach)
laundry

Dirty and clean shirts (or uniforms) mouthwash

Dirty and clean socks nail care
. razor
Clean shoes (they can be old, but not falling apart)
shampoo
Hand sanitizer (with pum .
( pump) shaving cream
Optional: A visitor, arranged in advance, who will shower
shake everyone’s hand
smell (body odor)
Handouts: soap
SHOWER AND BATH
SOAP toothbrush
TOOTHBRUSH AND TOOTHPASTE toothpaste
DEODORANT
RAZOR towel
SHAMPOO
NAIL CARE
CLEAN SHIRT washcloth

uniform
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BACKGROUND INFORMATION

Employers and co-workers will draw conclusions about an employee on the
basis of first impressions. The conclusions may not be fair, but the reality is
that immediate cues will cause judgments that may be hard to change.

This can be especially true if the employers and co-workers are not used to
working with individuals who have a different cultural background or who are still
learning the English language.

Appearance, attitude, and communication behaviors can send messages about
work ethic and professionalism as soon as an applicant or new employee crosses
the threshold of a workplace.

For MAC participants, first impressions begin with the basics:
hygiene, handshakes, eye contact, clean clothes, and greetings.
It is important to keep in mind that some refugees may not have
access to facilities that allow for good hygiene, such as regular
hot showers and laundry facilities. Refugees may also find it
confusing to determine what hygiene products to use, especially
when perusing the shelves of a drugstore.

Discussing hygiene can be very sensitive and no MAC participants should be
singled out for their positive or negative hygiene. The MAC participants may not
be aware of what constitutes acceptable standards of cleanliness in American
culture, and may use products that Americans are not used to smelling or seeing
(e.g., hair products, eye cosmetics such as kohl).

Although the purpose of the activity is to encourage the

MAC participants to adhere to American standards of good
hygiene, the cultural traditions of the participants should not
be eliminated entirely. Review the basics with everyone, even
if some of the MAC participants seem to comprehend the
elements of good hygiene.

In addition, some refugees have difficulty acquiring the clothing they need for
work. As first impressions are discussed, include information about resources
for items that may be needed for employment. Provide phone numbers and
addresses of thrift stores, organizations that provide clothing for work, and
discount stores.
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This activity also explores the traditional greetings used in America, such

as a handshake, wave, and verbal introductions. These greetings may be
uncomfortable for the MAC participants not only because they are new behaviors,
but because the behaviors may be contrary to their cultural traditions. The MAC
participants should know what to do if they are uncomfortable with traditional
American customs. It is important to practice so that they will be prepared to
greet employers and co-workers appropriately in the workplace.

In Activity #7, the MAC participants will learn more about greetings and other
communication strategies that create a positive impression.
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ACTIVITY STEPS

1. Display the hygiene items on a table and either demonstrate the use of each item
(e.g., wash hair, brush teeth, shave, etc.) or ask MAC participants to join you in
demonstrating how the items are used. This is an opportunity for dramatic role-
playing, so include:

. reactions to bad smells
. confusion about choices of products
. misuse of products

Complete the role play by using all of the products and then putting on a dirty shirt
and leaving for work.

Ask: Why is it important to keep your body clean?

Discuss how to wash and how often.

Ask: What happens when you don’t smell good?

Discuss whether people will tell you if you have body odor or bad breath. It is best
to prepare for the possibility since most people will not mention it. Discuss the con-
clusions that employers and co-workers may draw if hygiene is not

addressed by an employee.

Ask: Why does the shirt need to be clean?

Ask: How can you keep shoes looking neat?

Shoes are sometimes difficult to find and replace, especially for growing young
adults. The type of shoe can be a status symbol or an important message about
lifestyle. Explain to the MAC participants:

Some jobs may have shoe requirements (for professionalism and safety).

Clean clothes includes clean socks.

There are local sources for obtaining secondhand shoes and other work clothes.
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. Display laundry items.

Ask: Where do you use these?
Why?
How often?

Explain the uses of the laundry items, emphasizing that all of the products that
are advertised are not always necessary. Provide basic laundry information,

including details about local laundromats.

Show the clean/dirty shirts and clean/dirty socks and ask which they should wear
to work.

. Demonstrate the use of hand sanitizer. I

Explain that hand sanitizer should not be used too often and should
not be inhaled or tasted.

Stress that soap and water should be used often and provide examples of when
the MAC participants should wash their hands.

. Walk around the room and shake everyone’s hand. (Do this after using
the hand sanitizer. If it is flu season, you may want to limit the amount
of handshaking.)

Introduce yourself with a polite greeting:

« Hi — how are you?
. It’s nice to meet you.
« My name is . What is yours?

You can also arrange in advance for a visitor to shake everyone’s hand and
introduce themselves.

. Discuss how to handle the situation when individuals have difficulty pronouncing
the name of the MAC participant.

. For each MAC participant, practice a handshake a few times, explaining the
qualities of a firm handshake. Include the importance of eye contact, releasing
the hand quickly, and having clean hands. Anyone who has cold symptoms
should avoid shaking hands.
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Point out that fist bumps and elaborate handshakes may be acceptable with
peers, but not with employers.

Keep in mind that some of the MAC participants will be uncomfortable touching
someone else’s hand or may not know what to do. Their cultural background
may make it especially difficult to reach out and shake hands while maintaining
eye contact (especially with the opposite sex.) Explain that every culture is
different and the handshake is a cultural tradition in America.

If a MAC participant cannot shake hands for personal reasons, discuss
alternatives in the workplace such as giving a quick wave, or providing
a verbal comment such as a nod and “It’s nice to meet you.”

. The MAC participants can practice shaking the hands of everyone in the room
until they feel comfortable with the process. Explain that it is not necessary to
shake hands with an employer or co-worker every time they see them, but it is
very important for a positive first impression.
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MobDuULE 1 - ACTIVITY #7

COMMUNICATING AT WORK

In this activity, MAC participants will become familiar
with basic communication behaviors expected in a workplace.

SUPPLIES AND HANDOUTS

VOCABULARY USED
IN THIS ACTIVITY

Role playing will require two or more adults.
Handouts:

WAVE HELLO

SMILE!

SPACE!

WAIT YOUR TURN

NO SHOUTING

NO GERMS

CLEAN HANDS

cheerful

communication

eye contact

greetings

no shouting

smile

wait your turn

wave
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BACKGROUND INFORMATION

Communication behaviors at work are actually the same behaviors that MAC
participants should be using in their everyday lives. They should be polite and
respectful, pleasant, use clean language, and an appropriate voice level.

It may be difficult for young adult refugees to adjust to the expected
communication behaviors in a workplace if they communicate with their peers in
a different manner. Or they may copy other employees who do not have positive
communication skills.

They may also have difficulty communicating because they are just
learning English. But this activity incorporates the many aspects of
communication, including non-verbal cues, such as:

Kinesics — gestures, facial expressions, posture

Proxemics — standing too close, interrupting a worker who is trying
to concentrate

Paralanguage — voice rising, speaking slowly or loudly to make a point.
It is even more important for refugees to learn the impact of nonverbal
communication if they are still learning English and need to send the right

messages at work.

Note: See Module 3 - Activity 28 Online Responsibility and Security for the topic
of communication via technology.
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ACTIVITY STEPS

1. Begin by greeting each MAC participant in a different way. Demonstrate a
pleasant, friendly tone.

Hi!

Good morning!

Hello there!

How are you today?

Demonstrate waiting for a response and making eye contact.

2. Ask: Is it okay to talk to people like this?

Roleplay inappropriate greetings with the Assistant Coach or another adult
instructor:

loud greeting

barely audible greeting

standing too close

interrupting a response

asking a guestion, then walking away or looking around
asking a guestion about the listener, then answering it
talking to someone who is obviously busy working
touching arm, shoulder

scowling and greeting unpleasantly

speaking with head down

blocking someone from passing

. Discuss the handouts WAVE HELLO, SMILE, SPACE!, WAIT YOUR TURN, and
NO SHOUTING, pointing out how nonverbal behaviors are just as important
as words.

4. Role play appropriate communication:

greeting in a normal tone of voice

waiting for a response to a question

keeping the head up (not looking down)

maintaining eye contact

not interrupting someone who is busy or walking by in a hurry
greeting cheerfully
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. keeping appropriate space between speaker and listener
. refraining from touching.

Repeat the examples in many different ways, always pointing out the importance
of non-verbal communication.

. Divide the MAC participants into pairs for this part of the activity. (The MAC coach
can determine if this activity would be more effective in the large group.) Explain
that you are going to verbally provide a sentence for them to practice in front
of the entire group. They are expected to use positive communication behaviors
with their partner. Start with the following sentences and praise the participants
for their positive communication, gently correcting if they need more practice.

If necessary, review the meaning of the question in the native language of the
participants. Then indicate appropriate phrasing and body language when the
question is stated in English.

Did you enjoy the weekend?

What do you think of this weather?

What did you bring for lunch today?

Do you have time to answer a question?

Thank you for helping me.

Do you need help?

Where can | find more paper?

Do you know what we are supposed to do today?
Can you explain something to me?

Am 1 doing this right?

6. As the MAC participants become comfortable they can create their own greetings
and conversations and practice positive communication.
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MobDULE 1 - ACTIVITY #8

GOOD MANNERS AT WORK

In this activity, MAC participants will be reminded

about polite behavior in the workplace.

SUPPLIES AND HANDOUTS

VOCABULARY USED
IN THIS ACTIVITY

and polite behaviors.

« pencil

. pen

« photograph

« YouTube video

The role-playing will require these props:
(See page 3, Rude Behaviors for details.) chewing

. bottle of water or juice

This activity requires 3 adults to role play rude alarm clock

boss

break room
candy bar
cell phone

co-worker

coffee

computer
employer
grouchy

hungry

joke

laugh

manners

offices

polite

poster

rude

schedule

smell (body odor)
supervisor

The Black Eyed Peas (pop hip-hop
group)

thumbs down
thumbs up

time card

time clock

TMI (too much information)
uniform

video

work shifts
YouTube
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BACKGROUND INFORMATION

Note: The steps in this activity can be conducted as quick preliminary exercises
before the activities in the other modules. The MAC participants can then get
short, constant reminders about good manners at work.

If MAC participants were to copy the behaviors of some of their co-workers,
they might be copying behaviors that are rude or inconsiderate.

Bad manners at work are not only a distraction and sometime
offensive, but they could be in violation of the rules of the business.

Employees with bad manners, even if the behaviors are
unintentional, can create a negative impression about attitude
and capability. Employees with bad manners may discover that
other workers avoid them because of their impolite behaviors.

MAC Coaches should explain that polite behavior (also known as “good manners”)
is expected in the workplace. Managers and business owners respect employees
who exhibit good manners.

Point out that some co-workers will not have good manners, but MAC participants
should avoid copying them. Employers recognize individuals who are consistently
polite.

When conducting this activity, it is important to reinforce the polite behaviors by
demonstrating and practicing them.
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ACTIVITY STEPS

1. Role-play the following series of actions with the two other adults.

Explain that you are going to be acting out a series of
rude behaviors.

After each rude behavior, demonstrate “thumbs down” for

rude behaviors because you will be using this technique

later in the activity.

Ask after the role play: What would be the polite thing to do in this situation?
Demonstrate the polite behaviors.

Ask one or two volunteers to practice each polite behavior. (Show “thumbs up.”)
Rude Behaviors:

Sneeze loudly into the air.

Call another worker over with a loud “Hey! Over here! Toss that pen to me!”

Be rude to a colleague, but friendly and smiling when the boss comes along.
(Emphasize the importance of being polite to everyone at work, regardless

of their place in the hierarchy.)

Walk through a door without holding it open.

Grab a pencil and say, “You took my (blankety-blank) pencil!” (Discuss how
some swear words may have become commonplace, but they are still considered

inappropriate in the workplace.)

Sit close to a co-worker and say, “Hope you don’t mind cat hair” and brush off
your clothing.

Show a photograph of yourself in a bathing suit (or something similarly
inappropriate) to a co-worker. (Explain to MAC participants what “TMI”
or Too Much Information means.)

Point out a video on YouTube. (Explain that the video may be
inappropriate and the business may not allow internet use.)

Offer a used bottle of water or juice to a co-worker and say, “Want
some?” (Explain that this may seem generous, but it is unhealthy.)
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Laugh and say, “Here comes Mr. Grouchy!” when you see another co-worker.
(Explain that there should be no name-calling at work, especially if it can
constitute harassment.)

(Discuss how MAC participants should handle it if co-workers give them a
nickname. In some organizations, nicknames are the norm and a sign of
inclusion, but occasionally they are meant as an insult.)

Comment to another co-worker, “This place is a disaster.” (Explain that this not
only shows a negative attitude, but disrespect for the employer.)

. Explain to the MAC participants that you are going to describe a typical work
day. For each event during the day, ask the participants to indicate whether
the behavior shows good or bad manners. Point out that some behaviors are
more than just bad manners — they are not allowed in the workplace.

The MAC participants are to show thumbs up for GOOD and thumbs down for
BAD manners.

After each behavior, provide the correct answer. If the behavior shows bad
manners, explain how it can be changed to good manners.

All of the good manners can be role-played and MAC participants should be
encouraged to practice the good manners.

O My alarm clock is set for 7:00 in the morning because that’s when | get up
to go to work. I clean office buildings. But my roommate needs to sleep in,
so | put the alarm clock under my pillow.

After | brush my teeth, | splash water around the sink to clean it so that
the others in my apartment won’t have to use a messy bathroom.

I grab the same uniform that | wore yesterday. It doesn’t smell too bad.

On the bus I talk on my cell phone. The reception isn’t very good on the
bus, so I have to shout.

I arrive at work early as usual, so | straighten up my
supplies and fill my mop buckets. I fill Victor’s too,
and then we can both get started right away.

I am allowed to drink coffee only in the break room,
but I sneak a cup of coffee into the cleaning office
because | don’t think my supervisor is nearby.
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Victor and | share a desk that has a computer so we can keep track of the
cleaning. I pile my lunch and other stuff on the desk wherever there is
room. He keeps his stuff in a drawer.

I have some time alone so | play a game on the computer. When | hear
someone coming, | shut it down.

| put up a poster over the desk that shows a picture of the country I came
from.

I ask Victor if we can switch shifts tomorrow. “Victor, can we please switch
shifts? | would really appreciate it.”

Victor says he can’t switch. | smile and say, “Thanks, that’'s OK.” I know
that he has a new baby and a crazy schedule. Sometimes he’s really
grouchy — I never know what mood he will be in.

Sometimes Victor tells a joke that | don’t want others to hear. | laugh
because | don’t want him to get mad at me.

I get my work done, making sure not to bother anyone, especially people
who are on the phone.

I do like to talk to some of the women in the office. Some of them say that
they have to get back to work, but I think they would rather talk to me.

| keep my cell phone on, even though we are not supposed to. | like the
ring tone. It's the Black Eyed Peas.

When I'm hungry, | eat a candy bar while I’'m working. If I'm chewing when
someone asks me a question | go ahead and talk because | know they need
the answer right away.

| like to talk to the next shift and tell them about things that
I saw in the offices that are funny or weird.

When | sign my time card | always brag to my co-workers about how hard
I work so that my supervisor will be proud of me.

3. Ask: Thumbs up or thumbs down?

. show up for work

. get to work on time
follow the rules of the employer
respect co-workers
respect supervisors
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MobDULE 1 - ACTIVITY #9

WHO AM 17

In this activity, MAC participants will identify their personal skills and interests.

VOCABULARY USED

SUPPLIES AND HANDOUTS IN THIS ACTIVITY

Handouts: ambitious

. ) artistic
IS THIS YOU? (cut up into cards and placed in a

paper bag) calm

caring
PREFERENCE CHECKLISTS (6 pages) cheerful

SKILLS (4 pages) clear thinking

creative
DREAM JOBS (6 pages) dependable
friendly
good listener
helpful
leader
logical
optimistic
organized
patient
persistent
responsible
self-starter
sense of humor
supportive
team player
volunteering
willing to try
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BACKGROUND INFORMATION

(Note: Coaches should decide if this activity will be more successful if done
individually with MAC participants or with the entire group.)

It cannot be assumed that young adult refugees arrive in
the United States without any marketable skills, or that
they have not developed personal qualities that would help
them succeed in a job. Some of the refugees will have had
previous schooling and employment. They may be able to
speak English comfortably and are ready to pursue the job
search because they have work experience.

Even if the refugees have spent some (or all) of their lives in harsh

conditions, they still have developed unique characteristics and capabilities.
Their experiences in America may provide the opportunity for them to expand
their skills and interests and discover new ones — even identify gifts and passions
that may be a surprise.

For some refugees, the concept of asking Who Am 1? may seem like an unfamiliar
task. In the past they may have been concentrating on survival — or remaining
unnoticed — so there was little time to spend on self-reflection. They may feel
that it is self-serving and inappropriate to concentrate on self rather than others.

It is not expected that in one activity the MAC participants will be able to identify
all of their skills and capabilities. They may not even know if they have the skills
for a specific field of interest — or whether they are capable of developing those
skills.

They are also in their late teens so their interests and skill development can
change every day. Like any young adult, they are just beginning to figure out
who they are and what they can do in the future.

In this activity they will have a chance to investigate what qualities they have
and how those qualities might be useful in specific jobs.
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The Coach should also talk about universal skills that apply to all jobs, even
if MAC participants are not able to obtain a job in a specific field of interest.
The local geography, economy, and level of competition for employment will
determine the type of jobs that are available for refugees. But the following
skills should be developed no matter what the job:

Polite, respectful communication skills (see Module 1 — Activity #7)
Strong work ethic (see Module 1 — Activity #4)
Desire to grow and learn (see Module 1 — Activity #2)

Effective balance of work and family life (see Module 3).
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ACTIVITY STEPS

1. Either individually or as a group, complete the handout
PREFERENCE CHECKLISTS.

This process may take a series of discussions so that the MAC
participants have a chance to self-reflect and comprehend what
skill is being described.

Encourage the MAC participants to ask trusted family and friends about their skills
and interests. They may not realize that they are regarded as a “people person”
or are known for being talented at fixing machinery.

. For students who are comfortable with the English language (or who are learning
new English vocabulary words), shake up the paper bag that is filled with the
WHO AM I1? cards.

Either the Coach or a MAC participant should pull out one of the cards. (This can
be done individually or in a large group.)

Ask: Would you use this word to describe yourself?

Stress that all of the qualities on the list are positive qualities and no one is
expected to have all of them!

They may hesitate to say yes because it may seem like bragging
or self-serving. Point out that employers will expect applicants to
describe their positive qualities.

If they say no, encourage them to come up with another word that
iIs a more accurate description. Discuss how to develop the attribute.

Ask: What words would you use to describe yourself? (Or how would your friends
and family describe you?) The Coach may have to contribute descriptions,
particularly positive ones.

. Distribute the handout SKILLS and discuss work experience and other ways that
the MAC participants may have developed skills that can be used in a job.

. Distribute the handout DREAM JOBS (also used in Activity #1) and discuss how
personal skills and interests can match dream jobs.
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MobuLE 1 - ACTIVITY #10

THE PATHS TO JOBS

In this activity, MAC participants will become familiar
with the variety of paths to obtaining employment.

SUPPLIES AND HANDOUTS

VOCABULARY USED
IN THIS ACTIVITY

Reference Websites for the MAC Coach:

. Bureau of Labor Statistics—Occupations
with the Largest Job Growth

- New York State Department of Labor - 2010
Handouts:
PATHS TO JOBS
JOB HUNT RESOURCES

TOP 25 OCCUPATIONS WITH
GREATEST PROJECTED GROWTH

PATHS TO THE HIGH SCHOOL DIPLOMA

CERTIFICATIONS

college

community organizations
community service
Craigslist

Internet

internships

interviews

job applications

job fair

job hunt

job shadowing

jobs

neighbors

occupations

One-Stop Career Center
online

path

Refugee Resettlement Case Manager
religious centers
resources

volunteering
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BACKGROUND INFORMATION

There are many ways to obtain employment, and MAC participants who are
eager to find a job should be using as many different avenues to employment
as possible. However, the process of looking for a job can be overwhelming,
especially if refugees are new to the area, learning a new way of life, and
striving to speak English.

Module 2 discusses the actual job hunt in more detail,

but this activity in Module 1 focuses on MAC participants
becoming aware of the many resources that are available
when the time comes to look for employment. It is designed
to inform the MAC participants about the variety of ways
that they can:

. find out about jobs that are available

. connect with individuals who can provide guidance and information about
job opportunities

. inform potential employers about their job hunt.

Emphasis is not on beginning the process of job hunting, but on gathering
information and contacts for when the job hunt begins.

This activity can be combined with Module 1 — Activity #3 Setting Goals:
Employment Possibilities.
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ACTIVITY STEPS

1. Ask: Do you know anyone who has a job?

. What kind of job is it?
. How did they get the job?

2. Explain that there are a number of ways to get a job and all of the methods
should be tried. The job hunt can take a lot longer than most job-seekers realize,
and it is helpful to have established a list of resources before the job hunt
officially begins.

. Distribute the handout PATHS TO JOBS and review each item on the handout as a
source of information about jobs and employment opportunities.

Add the following:

Job fairs

Craig’slist and other local online sources

Career centers (private, Department of Labor, and community colleges)
Department of Labor One-Stop Career Centers

On-the-job contacts and information are shown on the handout as internships,
job applications, and interviews.

Add the following:

information interviews (for information
about fields of interest and future openings)
job shadowing

volunteering

community service

. Distribute the handout JOB HUNT RESOURCES and assist each MAC participant
in identifying possible contacts and employment resources. They can refer to the
handout when they are ready to look for a job. Attach the completed handout to
the MAC Action Plan.
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Contacts shown on the handout are friends, teachers, and family members.
Add the following contacts:

neighbors

experienced refugees

community organizations

religious centers

Refugee Resettlement Case Managers
MAC Coaches

. If the MAC participants appear to be ready to move forward in the job hunt but
are unsure where to begin, distribute the handout TOP 25 OCCUPATIONS WITH
GREATEST PROJECTED GROWTH (in New York State) and discuss:

. the requirements of the position
. interests in the career field
. where to find more information about the job and possible openings.

. Some MAC participants may be interested in the handout PATHS TO THE HIGH
SCHOOL DIPLOMA.

. The handout CERTIFICATIONS may also be of interest to MAC participants.

Module 1 - Activity #10



Module 1 - Activity #10



Module 1 - Activity #10



Module 1 - Activity #10



Module 1 - Activity #10



Module 1 - Activity #10



Module 1 - Activity #10

10



Module 1 - Activity #10

11



Module 1 - Activity #10

12



MobDuLE 1 - ACTIVITY #11

BREAKING STEREOTYPES

In this activity, MAC participants will learn that they can pursue any job
regardless of whether they are male or female, as long as they have the necessary skills.

VOCABULARY USED

SUPPLIES AND HANDOUTS IN THIS ACTIVITY

Guest speakers in nontraditional careers barriers
Note: This activity requires surprising the MAC goals
participants. Do not mention the point of the
activity or the jobs that are held by the visitors. nontraditional workers
Handout: persistence

WORKERS IN NONTRADITIONAL JOBS stereotypes

tools of the trade
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BACKGROUND INFORMATION

This activity can only be successful if the Coach locates individuals in the
community who are in a “nontraditional” job for men or women and are
willing to speak to the MAC participants. For example:

. Female construction worker, plumber, carpenter,
truck driver, welder, mail carrier, etc.

. Male nurse, child care worker, elementary school
teacher, cosmetologist, etc.

Select only speakers who like their jobs and are happy with their job choices.
They must speak highly of their professions and be comfortable talking about
the steps that it took to achieve their jobs.

They should not fit the traditional image of their job. Ensure a multicultural
presentation, making sure that the MAC participants can see that it’s possible
to do jobs that are not normally shown in advertisements or television shows.

The point is to encourage students to think of jobs that they may have ruled out
because of stereotypes.

For some young adult refugees, because of their personal cultural and religious
mores, it may be incomprehensible to pursue some jobs. This activity is not
meant to encourage the MAC participants to reject their cultural traditions.

The participants are merely being shown that in the United States anyone is
eligible for a job if they are qualified and can match the requirements of the
position. (A bona fide qualification is when an employer has specific reasonable
requirements for a job, such as requiring the applicant to be able to lift a certain
weight, or to be able to drive a specific type of truck.)

Point out that not all employers, co-workers, or customers embrace workers in
nontraditional jobs. For example, a patient may not want to be treated by a male
nurse. A group of male factory workers may not provide assistance to a female
forklift driver, either because they are uncomfortable with her presence or do not
want to treat her differently. A citizen may not respect a female police officer.
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The speakers can talk about the hurdles they have had to overcome to succeed in
their jobs, and how they handled difficult situations.

The MAC participants should be encouraged to expand their notions about job
possibilities, particularly if there are jobs available in a non-traditional field, and
the jobs match their skills and interests.
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ACTIVITY STEPS

1. Invite speakers who are working in nontraditional jobs to
come prepared to answer questions about their professions.
They are not to reveal their jobs to the MAC participants at
first.

Ask them to come in clothes that they would wear outside of

work. They should not wear a uniform, tool belt, or anything

that will reveal their actual profession. They should leave any tools of the trade
outside in the hall, or somewhere where the MAC participants cannot see them.
(They will be showing the tools later in the activity.)

The point is to surprise the participants because they may not have considered
the possible jobs, based on stereotypes.

To really confuse the participants, the presenters might bring or wear something
that can be misleading. A woman plumber may bring along her new baby. A male
nurse could carry a laptop.

. Tell the class that they are playing a game of “Twenty Questions” to determine
the job of each presenter. Each person in the class will be able to ask one
question that can only be answered only with yes or no; additional information
will not be provided.

This concept may be difficult at first, and the MAC participants will need
assistance in forming their questions. If the presenters only speak English, they
may need help in understanding the questions. (The Coach and other adults can
ask the questions if necessary.)

To get the process started, ask the first questions.
Typical questions might be:

. Do you work outdoors?
. Do you have to wear a uniform?
. Did you need to go to college to get your job?

. Some of the MAC participants may want to start guessing the profession right
away. Make sure that a series of questions is asked before the group starts
guessing. As the clues begin to add up, the participants can ask the speaker
about specific jobs in the form of a yes-or-no question.
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. Do you arrest people?
. Do you work in a hospital?

4. Discuss the surprise of the group when they discover the actual
profession. Ask the presenter to discuss:

why they pursued a nontraditional job

the steps they took to get the job

the barriers they had to overcome to get started and keep going

the benefits of staying persistent

the personal goals that they set (see Module 1 — Activities 2, 3 and 4)

the individuals who helped them along the way

the tools of the trade and how they use them on the job (now retrieved from
the hall)

what MAC participants can do if they are interested in the job.

5. Distribute the handout WORKERS IN NONTRADITIONAL JOBS and ask the MAC
participants if they might consider jobs that they did not consider before.
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MobDULE 1 - ACTIVITY #12

!U - I WHY TAKE THE GED?

In this activity, MAC participants will learn about the benefits
of pursuing the General Educational Development (GED) diploma.

VOCABULARY USED

SUPPLIES AND HANDOUTS IN THIS ACTIVITY

Handouts: diploma
Background reading for the MAC Coach education
« WHY TAKE THE GED? graduation
« I’'M NOT SURE | CAN DO THIS! GED (General Educational Development)
« GET YOUR GED! paycheck
« MORE EDUCATION = BIGGER PAYCHECK

Handouts for MAC participants:

PATHS TO THE HIGH SCHOOL DIPLOMA
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BACKGROUND INFORMATION

This activity contains handouts that provide background
material for the MAC Coach, including:

a general overview of the advantages of completing
the GED

responses to questions and concerns about taking
the GED

a chart depicting the differences in pay scales with a high school diploma
suggested steps for increasing levels of education.

The MAC Coach should review these materials and other resources provided

on the New York State Education Department GED Testing Office website before

advising MAC participants.

http://www.acces.nysed.gov/ged/about_us.html -« (518) 474-5906
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ACTIVITY STEPS

1. Ildentify the MAC participants who might be eligible to
prepare for the GED, even if they have not expressed
interest in taking the test.

Consult with ESL instructors and GED instructors to
determine what English language instruction may be @/
necessary and appropriate available classes.

. Meet with the MAC participants and discuss the handouts PATHS TO THE HIGH
SCHOOL DIPLOMA. Discuss the standard steps to graduation from high school —

and the alternative approach by studying for a high school graduation test.

. Discuss the handout STEPS TO THE GED and discuss where each MAC participant
is located on the steps.

. Begin planning for preparing to take the GED.

. Invite young adult refugees who have passed the GED
to talk to the MAC participants.

. Invite GED instructors to bring GED information and study
materials to share with the MAC participants.
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