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Lesson 1 
Is there an app for that? Problem Solving 
 
Unit Objective: Students will learn how to problem solve using the Seven Step 

Method of Problem Solving 
Grades:  Adult Education  
Materials:   NFU History handout for each student (found at the end of  
   section 5) 
Length:  1 hour  
Background: Since Farmers Union was founded in 1902 family farmers have 

come across many obstacles that they have had to overcome. 
The problems and the solutions that Farmers Union has faced 
are varied. From one of the very first issues of urging the 
establishment of a parcel post system to currently advocating for 
family famers in DC, problem solving is a very big part of the FU 
culture. In this lesson, students will look over FU history, and 
critically think about problems that were addressed and the 
solutions that were implemented. They will also practice 
problem solving in their own capacity, coming up with efficient 
methods using the Seven Step Method of Problem Solving. 
Problem solving is a very pivotal part of any career path, and 
learning how to effectively come up with realistic solutions is a 
key ingredient to being successful.   

Adapted From:  Clarkson.edu 
 
Teaching Strategy: 

1) Ask students: Tell me about a problem you have had recently and the solution 
you came up with for that problem. How did you arrive at that solution? Let a 
handful of students reply, keep track on the whiteboard of how they managed 
to come up with a solution, i.e. pros vs. cons, charts, etc. Explain: In every career 
path employees have to deal with problems on a daily basis, some bigger than 
others. Can you think of one career that does not have to deal with problems in 
some capacity? When you are dealt with a problem in life having a system that 
you can rely on to come up with solutions is always an effective way to solve a 
difficult situation. Today we are going to be looking at a method called the 
“Seven Step Method of Problem Solving”. Write the steps on the board:  

ü Identify the problem, make it simple and “big picture” 
ü Establish what you want to achieve, write it down, ask yourself: How will I know 

when I completed this project? What does the solution need (criteria) and what 
is limiting me (constraints) 

ü Gather Information, research, don’t be afraid to use past experiences  
ü Brainstorm possible solutions, make a list 
ü Choose the best solution, making trade-offs to find the best solution, compare 

against your constraints and criteria 



ü Implement the solution 
ü Test and evaluate the solution, does it need to be modified for better results? 

Do I have to re-do some steps? (5 minutes)  
2) Go over it with the students step by step. Make sure to emphasize that the 

steps are not always followed in order and sometimes students may get stuck 
on steps. (10 minutes)  

3) Hand out the “Farmer Union History” and the “Over a Century of Service to 
Family Farmers & Ranchers” handout. Explain: Since Farmers Union was 
founded in 1902 family farmers have come across many obstacles that they 
have had to overcome. The problems and the solutions that Farmers Union has 
faced are varied, have students read and look over independently. Have them 
make a list of problems and solutions that they come across while reading  
(15 minutes)  

4)   Discuss: Name some problems FU has overcome or faced? What were the 
solutions?  Write the problems that students come with on the board. Explain: 
We are now going to look at problem solving from our own perspective and 
how we can use the Seven Step Method of Problem Solving to help us come up 
with solutions. I am going to give you a hypothetical problem to solve, please 
go through the seven steps and come up with a solution to the group. Break 
class up into groups of 3-4. Write the problem on the board: Situation #1: 
You are an astronaut who helped set up a new community on the dark side of 
the moon where it is very cold and dark.  You need food to survive, but it is very 
expensive to ship food from Earth.  Design an ecosystem to meet your needs. 
What problem do you need to solve first? (Hint:  Why do things not grow on the 
moon already?) Be creative:  Design specific producers, primary consumers, and 
secondary consumers.  Remember to describe any special non-living factors in 
your ecosystem. (Question from: www.learnnc.org).  Give the groups 15 
minutes to come up with solutions using the Seven Step Method of Problem 
Solving. Have groups present their solutions to the class; make sure to go over 
how they came up with that solution and the steps.  Did the first solution work? 
Did they have to repeat any steps? (15 minutes).  

5) Now have the students work individually, using a problem that they are facing 
in their own lives, have them use the Seven Step Method of Problem Solving. 
After 8-10 minutes have students come back together and share solutions.  
(10 minutes) 

 
 
 
 
 
 
 
 
 
 



 
 
 
Lesson 2 
Elements of Success: Resume Review and Cover Letters 
 
Unit Objective:  Students will learn how to successfully write a cover letter 

and resume  
Grades:   Adult education  
Length:   1 hour  
Materials:  NFU Writing Sample handout for each student, sample 

resume and cover letter for each student (found at the 
end of section 5)  

Preparation Needed: Make sure to have enough handouts for each student 
Background: Being able to market yourself and your accomplishments 

is the first step in the door for landing your dream job 
interview. In this lesson students will look at several 
factors that make a great resume and cover letter, 
including writing samples from a past NFU president and 
examples of resumes and cover letters.   

Teaching Strategy: 
1) As students come into the classroom hand them an index card. Tell them: Write 

the three qualities or skills that you possess that make you the best possible 
hire for your dream job and separates you from the rest of the candidates. Give 
students about 5 minutes to brainstorm. Now tell them: On the back of the 
index card write down your three biggest professional accomplishments. Once 
again give them 5 minutes to brainstorm. Explain: When you are in the process 
of applying to any job, you have to think about yourself as a business: this 
means that you have to be backable (are you likely to succeed). Resumes and 
cover letters can help you market yourself and showcase to your future 
employer that you are 100% backable. (10 minutes)  

2) Explain: Resumes are a short summary of a person’s work experience and 
talents. When you are writing a resume remember to keep it simple and keep it 
to one page. You do not want to put ALL of your work experience on your 
resume, focus on the skills the job you are applying for needs and showcase 
them through your past experience. Make sure to go in reverse chronological 
order when listing job experience, with your most recent job first. Do not be 
afraid to be creative with your resume, color, graphs and other innovative 
techniques can catch the eye of a new employer, just make sure it is 
appropriate for the job you are applying for. Cover letters are a place to 
showcase your skills, interests and accomplishments. A good cover letter can 
separate you from other candidates. You should also send a cover letter in with 
a resume even if an employer does not ask for one, do not be afraid to show 
case your personality in a cover letter.  A cover letter should not just be a 



duplicate of your resume, instead use it as a chance to sell yourself. Research 
the job beforehand and see what skills and qualifications the company wants 
and showcase them in your cover letter. Remember to use specific examples 
and do not be afraid to elaborate. Hand out the sample resume and cover letter 
(attached at the end of the section) every student should get one of each. Have 
the students split up into teams of 3-4 and critique each one. After 10-15 
minutes come back in as a class and go over the different critiques the group 
gave each one. Make a list of the good and bad qualities on the board as a 
visual for the class to see. (20 minutes) 

3) Now have the students get back into groups to read and critique the NFU 
President’s Letter, have them pick out three positive things they like about the 
writing style. Have the class come back together and go over each group’s list. 
They should pick out examples of leadership and persuasive writing qualities 
that they would like to use in their own cover letters.  (10-15 minutes) 

4) Have the students write a cover letter and resume for their dream job. Remind 
them to keep in mind all of the skills they learned today. They will take out the 
index card that they wrote on at the beginning of class and they must 
incorporate the qualities, skills and accomplishments that they listed into their 
cover letter and resume. They can do this hand-written or if computers are 
available they can work on Microsoft Word (20 minutes) 

 
 
Lesson 3 
 Realistic Goals for the Future  
 
Unit Objective:  Students will learn how to make a SMART Goal  
Grades:   Adult education  
Length:   1 hour  
Materials:   Trash cans, paper towels, tin foil  
Preparation Needed:  You will need to make a ball out of paper towels wrapped 

in tin foil for each student. 
 
Background:  A goal is simply something that you would like to achieve 

or accomplish. Goals can be oriented towards many 
aspects of life; some goals are career driven while others 
may be more personal. Goals help us strive to be the best 
versions of ourselves and help us in many ways. In this 
lesson SMART Goals will be introduced and will teach 
students how to narrow the focus on their goals so they 
are tangible and achievable, setting themselves up for 
success.  

Lesson Adapted From: http://www.ncpublicschools.org 
 
 



Teaching Strategy 
 

1) Write this quote on the board for students to see as they walk in the room: “A 
goal is a dream with a deadline”, Napoleon Hill.  Explain: A goal is simply 
something that you would like to achieve or accomplish. Goals can be oriented 
towards many aspects of life; some goals are career driven while others may be 
more personal. Goals help us strive to be the best versions of ourselves and guide 
us in many ways. (5 minutes)  

2) Ask students: Have you ever set a goal and achieved it? What did you learn about 
achieving a goal through this experience? Have you set a goal and not achieved 
it? What got in your way that you could change next time? What did you learn in 
the attempt? Give students time to reflect and answer these questions; it may be 
a good exercise for them to write down the answers so they can visually see 
them. (5 minutes) 

3) Explain: Today we are going to cover SMART Goals.  Pass out the SMART Goals 
handout.  Write the acronym SMART on the board. Explain: When creating goals, 
the more specific and thought out they are, the more realistic and achievable 
they become. Each letter in the word SMART stands for something, at this time 
go over each letter and explain. (5 minutes) 

4) Now it is time for the class to test out their new skills. Bring out the empty trash 
cans that you prepared before class and the paper balls wrapped up in aluminum 
foil. Tell students: Each students will get two balls, and they must shoot them 
until they get both of their balls in the trash can. You have a class goal for 50% of 
the class to make 100% of their balls into the basket in ________________ 
minutes (students determine the time, write this goal on the board). Ask the class 
to go over if this is a SMART goal. Go over the rules of the game: Each student will 
stand 8 feet away from the basket when they are shooting (you can use tape to 
mark a line). You should have two students per trash can; once a student makes a 
ball into the trash can it stays in there. Before students start, ask them if they 
want to take Action Steps to help achieve their goal (give them hints i.e. taking 
practice shots). Make sure you give them time to take their action steps. (10 
minutes) 

5) Start the game and make sure to keep time. Have the class come back together 
after 50% of the class made 100% of their balls into the basket. Debrief: Was the 
goal accomplished? How could the class change the goal or outcome to be more 
successful?  (10 minutes) 

6) Have each student now work independently on one short- term and one long- 
term goal for the future on the SMART Goal worksheet. (10-15 minutes)  

 
 
 
 
 



 
 
 
 
SMART GOALS 
 
S- specific what do you want to achieve? Write down details and outline 
the main objective.  
M- measureable how do you know when you achieved this goal? Make 
the measurements quantitative and use numbers when you can. Are your 
measurements tangible, will you know when you reached your goal? 
A- achievable goals should challenge you but you also must have the 
knowledge and skills needed to achieve the goal. What are your obstacles 
and restraints? Are you giving yourself enough time? 
R- relevant is this something you are willing to put the work in to 
achieve? Does this goal fit in with your life and your plans? 
T- timely what is the time frame in which you want to achieve this goal? 
What is your long and short-term plan for this goal? What are the 
benchmarks I need to set? 
 
 
What is my LONG Term SMART Goal? 
 
 
 
 
 
 
 
 
 
 
What is my SHORT term SMART Goal 



Lesson 4 
Mock Interviews 
 
Unit Objective: Students will learn how to prepare for interview questions 

successfully  
Length:   70 minutes  
Grades:  Adult education  
Materials: Index cards, one for each student. Job postings/listings, bring in 

jobs section of the newspaper or check job sites such as 
idealist.org, goodfoodjobs.com or monster.com, you will need 
one for every two students, but you will need to make a copy so 
each pair has a copy of the same job listing.   

Preparation: Make enough employer and employee cards for each pair of 
students. Make sure that each job listing has a matching 
employee and employer card.     

Lesson Adapted 
 From:   FFA.ORG 
Background: Interviewing skills are essential for successful career. In this 

lesson students will learn about the interview process from both 
the view of employer and potential employee. They will also 
learn how to market themselves, including learning how to 
highlight their own skills and achievements.  

 
Teaching Strategy: 

1.  As students enter the classroom, hand each student an index card with an 
assignment written on it, the cards will either say employer or employee. 
Half the students will be employers and half the students will be employees 
(5 minutes) 

2. Separate the “employers” and the “employees”. The “employers” will be 
given a list of questions to ask their potential employees as well as a local 
job listing they will be interviewing for. Employees will be given the same 
local job listing and time to prepare for their interview (5 minutes) 

3. The employers and employees will match up, matching similar job postings 
(they will be numbered, 1’s match with 1’s, 2’s with 2’s, etc.). The employers 
will have 5 minutes to interview the employees. After 5 minutes the roles 
will switch giving 5 minutes in between to prepare. (15 minutes) 

4. Everyone should come back together and discuss the activity. The debrief 
in this activity is very important, as students will have struggled in different 
areas and may have many questions and thoughts.  (10 minutes) 

5. Hand out the “Questions Asked by Employers” handout to each student. 
Have them pick two questions from each category and write down their 
personal response. (10 minutes) 

6. Have the pairs get back together, this time they will hand each other the 8 
questions that they prepared an answer for to their partner and conduct 



the interview with those questions, after the interview is over they will 
switch spots. (15 minutes) 

7. Have the group come back together and discuss what the difference was 
between preparing and going into an interview without prep. Hand out the 
Tips for Interviewing worksheet (10 minutes) 

 
Tips for Interviewing:  
 
As	  a	  candidate,	  ask	  yourself	  the	  following:	  
	  
What	  are	  the	  most	  important	  skills/qualities	  that	  this	  prospective	  employer	  is	  looking	  

for	  from	  their	  preferred	  hire?	  
	  
Which	  of	  these	  skills	  do	  I	  have?	  
	  
What	  are	  your	  three	  most	  valuable	  skills/qualities	  that	  you	  can	  offer	  to	  this	  prospective	  

employer	  (ideally	  you	  want	  these	  three	  skills/qualities	  align	  with	  those	  that	  
the	  employer	  is	  seeking	  above)	  

	  
Most	  interviews	  start	  with	  the	  question	  “Tell	  me	  about	  yourself.”	  	  This	  question	  is	  your	  

opportunity	  to	  give	  them	  a	  brief	  overview	  of	  your	  background	  (either	  personal	  
or	  professional)	  as	  it	  relates	  to	  why	  you’re	  the	  perfect	  candidate.	  

	  
Think	  of	  at	  least	  three	  separate	  stories	  from	  your	  past	  the	  demonstrate	  these	  three	  

most	  valuable	  skills	  and	  your	  accomplishments	  
	  
Make	  sure	  the	  stories	  have	  a	  beginning,	  middle,	  and	  end,	  and	  that	  each	  one	  showcases	  

one	  (or	  more)	  of	  your	  most	  valuable	  skills.	  	  The	  Story	  should:	  Identify	  the	  
challenge/problem/issue	  (Beginning)	  Talk	  about	  your	  approach	  to	  the	  issue	  –	  
what	  skills	  did	  you	  rely	  upon.	  What	  was	  the	  outcome?	  	  Identify	  your	  
accomplishments,	  what	  you	  learned,	  and	  circle	  back	  to	  how	  it	  relates	  to	  that	  
Valuable	  Skill/quality	  of	  yours.	  	  	  

	  
	  
Having	  these	  stories	  ready	  to	  tell	  ahead	  of	  time	  are	  perfect	  for:	  
Answering	  questions	  that	  start	  with:	  “Tell	  me	  about	  a	  time	  when…”	  
When	  you’re	  asked	  a	  question	  that	  you	  don’t	  have	  the	  answer	  to,	  rather	  than	  say	  I	  don’t	  

know,	  or	  making	  something	  up,	  ask	  yourself:	  “What	  are	  they	  trying	  to	  learn	  
about	  me	  with	  this	  question?”	  	  Then	  use	  one	  of	  your	  three	  stories	  that	  relates.	  

	   
 
 
 
 



 
 



 

Susan Jones  
Phone: 888-888-8888 E-Mail: susan@ymail.com 

  Objective 
To work in a creative environment that maximizes my abilities as a leader in our community. 

   
  Education 

Georgian Court University (2011-2013)  
Master of Arts  
With a focus of using sustainable agriculture in a low income school district to increase food literacy 
Georgian Court University (2008-2010)  
Bachelor of Arts in English 
Minor in Nutrition 
Cumulative GPA of 3.7, Dean’s Scholar 2010, Sigma Mu, Honor Society Member, Presenter at 2009 
GCU Student Conference 
Lynchburg College (2005-2007)  
Member of Varsity Women’s Soccer Team, Captain of Women’s Varsity Soccer Team 2007, Scholar 
Athlete Award 

   
  Experience 

Professional Soccer Trainer (2007-current)  
Sky Blue (2009-2010) 
Stafford Soccer Club (2007-current) 
Train and coach youth soccer players, manage camps, perform evaluations, manage coaches 
Substitute Teacher (2011-current) 
Pinelands Regional High School  
Teach students, follow prescribed lessons 
Physical Education Teacher (2012-2013)  
Josiah Quincy Upper and Lower Schools 
Teach students about movement and physical health in an inner-city environment 
Junior Varsity Girls’ Soccer Coach (2012) 
Montrose School 
Coach and help develop 75 soccer players 
Cabin Counselor (2012) 
Farm and Wilderness 
Supervise and maintain the safety of eight campers, lead white water canoe trip, run canoe 
apprenticeship, teach sustainable gardening, 
Grant Writing Internship (2012) 
Grow My City Green 
Write grants to provide funds for an inner-city garden program 
 
 

   

  Skills 
• Proficient with Microsoft Office 
• Writing, editing, proofreading 
• Successful grant writing 
• Knowledge SNAP Program 
• Leadership and management aptitude  
• Works well in a team environment 
• Goal-oriented  
• Able to meet deadlines 
• Experience in fund raising and networking within the community 
• Comfortable public speaker 
• Certified in CPR and First-Aid 
• SOLO: Wilderness First Responder certified 
• American Red Cross Lifeguard certified 

 



SAMPLE COVER LETTER  
 

        To whom it may concern,  
This is an amazing opportunity, and I have the organizational skills, 

ambition, and personality to fulfill the responsibilities of this position.  I have just 
finished my M.A. and I am excited to bring my skills into the community. My 
graduate research consisted of promoting food literacy in low-income school 
districts by implementing high school kitchen garden programs. I ran and 
designed two school garden programs while collecting data on all the 
participants. I worked specifically with high school students.  
            I spent time in Vermont and Boston teaching children and teenagers how 
to grow their own food and how to bring their knowledge back to their own 
communities. I have been coaching and training soccer the past six years and 
enjoy working in a team environment. I feel it is the best way to learn and grow 
as an educator and individual. I played collegiate soccer at Lynchburg College in 
VA. My career at Lynchburg was very successful, winning the ODAC 
championship three out of my four years and reaching the Sweet 16 twice and 
the Elite Eight in 2007, my junior year. I was also All Conference and Captain 
going into my senior year.  
 The past six years I have been training and coaching professionally. I 
worked for Sky Blue FC, New Jersey’s professional women’s soccer team, 
training and running camps throughout the state. I also have been working for 
Stafford Soccer Club, training youth teams from U6-U18, running camps and 
coaching. I have coached JV and Varsity at the Montrose School outside of 
Boston as well as JV at Southern Regional High School in NJ.  

I hope to get the opportunity to speak with you further. I would love to add 
to your team. 
  
All the best,                                                                                                      
Susan Jones  

 
 
 
 
 
 
 
 
 



 
 
 
 
 
 



 
 
 
 

	  
	  
	  
	  



	  
	  
	  
	  
	  
	  
	  
	  



	  

	  
	  
	  
	  



	  
	  
	  
	  
	  



	  
	  
	  
	  
	  



	  
	  
	  
	  
	  
	  



	  
	  
	  
	  
	  
	  



	  
	  
	  

	  
	  
	  



	  
	  
	  
	  

	  
	  
	  
	  



	  
	  
	  

	  
	  
	  



	  
	  
	   	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	   	   	   	   	   	   	   	   	   	   	   	   	  
	   	   	   	   	   	   	   	   	   	   	   	   	  
	   	   	   	   	   	   	   	   	   	   	   	   	  
	   	   	   	   	   	   	   	   	   	   	   	   	  
	   	   	   	   	   	   	   	   	   	   	   	   	  
	   	   	   	   	   	   	  
	  
	  
	  
	   	   	   	   	   	   	   	   	   	   	   	   	  
	   	   	   	   	   	   	   	   	   	   	   	   	  
	   	   	   	   	  
	  
	  
	  
	  
	  
	  
	  
	  



	  
	  
	  

 
 


