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RESPONDING TO A JOB OFFER
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Objectives
Students will practice gathering the information that will help them decide whether to accept a
job offer.
Students will practice weighing their options and using a pro/con list.
Students will practice making a decision and acting on it.
Students will identify how to appropriately interact with an employer when they are offered a
job.

Materials Needed
One copy of the “Job Offers” activity sheet for each student (Part I)
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Starter (3 minutes)
Say to students, “Congratulations! I’d like to offer you a job as my assistant. Your hours are Monday
through Friday from 3 p.m. to 4 p.m. and Saturdays from 11 a.m. to 1 p.m. You’ll help me prepare for
classes, make copies, and clean up the classroom each day. Your pay will be $8.00 per hour.”
Ask students if they would accept this job offer. Why or why not?
Explain to students that almost all job offers will have some trade-offs. For example, the pay may be
higher than they expected, but there are fewer hours, so their total income is less than they wanted.
They might also find a job with ideal hours and responsibilities but very low pay.
Point out to students that they will need to use their decision-making skills when deciding whether to
accept a job.

Part I

Gathering Information (10 minutes)

Purpose: Students practice gathering the information that will help them decide whether to accept a
job offer.
1. Students are reminded that the first step of the decision making process is gathering
information.
Ask students, “What should you do first when trying to decide whether to accept a job?”
Remind them that when making any decision, the first thing to do is gather information. Explain that
though they may have been given information about the job in the offer itself, they may need to find
other information before taking the job.
2. Students identify the information that is important when making a decision about a job offer.
Distribute copies of the “Job Offers” activity sheet. Ask students to count off by threes so that each
person has either a number one, two, or three.
Tell students, “Ones, you have been offered the first job on the activity sheet. Twos, you have been
offered the second job. Threes, you have been offered the third job.”
Tell students to take out their “Ideal Job Equation” activity sheet from “Lesson 2: Exploring Job
Possibilities” of Module Eight: A Game Plan for Work. Ask them to take a few minutes to compare the
information on their “Ideal Job Equation” activity sheet with their new job offer.
Ask, “What do you need to know about the job before you can make a decision?” Write responses on
the board.
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3. Students learn how to get answers to their questions.
Ask students how they would get answers to these questions. Explain that they can get some
answers by talking to people they know. If it is important enough, they can even call the company,
particularly the person for whom they would be working, to ask the question. Remind students that
gathering information is an important part of the decision making process.

Part II

Pro/Con (15 minutes)

Purpose: Students practice weighing their options and using a pro/con list.
1. Students make a pro/con list.
Ask students to identify the next step of the decision making process. Lead them to the
understanding that the next step is to weigh their options. One way to do that is to use a pro/con list.
Explain that by investigating jobs carefully, students will not put themselves in a position where they
might not do their best because they don’t like what they’re doing.
Ask students to take a piece of paper and fold it in half lengthwise. Have students title one half “Pros”
and the other half “Cons.” Explain to students that the positive reasons for taking the job go in the
“Pros” column, and the reasons why the job may not be right for them go in the “Cons” column.
Instruct students to complete the pro/con list for their job number.
2. Students recognize the importance of using pro/con lists.
After students have completed the list, explain that they now have an idea of whether the job is likely
to be a positive or negative opportunity. Organizing the information in this fashion makes it easier to
decide whether to accept or turn down the job offer.
Point out to students that they probably won’t find a job that meets all of their criteria, so they should
pursue a job that satisfies most of the criteria.

Part III

Choose and Act (20 minutes)

Purpose: Students recognize how to appropriately interact with an employer when they are offered a
job and practice making a decision and acting on it.
1. Students identify how to respond professionally to a job offer.
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Ask students to identify what they can do when they receive a job offer but need to take some time to
weigh their options. What should they tell the prospective employer? Elicit student suggestions. Lead
students to the understanding that it is important to thank the employer for the offer and tell them a
specific date by which they will provide an answer.
Explain to students that they should always call a prospective employer back to tell them their
decision. Point out that even if they do not take the job, they should thank the individual for the
opportunity to have interviewed for the job and to have met them.
2. Students make a job choice.
Have students identify, by a show of hands, if they would take the job offered on the activity sheet.
Instruct students to give a few reasons why they are or are not taking the job.
3. Students role-play calling a prospective employer to accept or decline a job offer.
Have pairs of students role-play calling employers to let them know when to expect a response to a
job offer. Allow students a few minutes to practice. Then, ask students to role-play calling to accept or
refuse the position.
Ask pairs that did an exceptional job to demonstrate the telephone calls for the class.

Conclusion (2 minutes)
Ask students to describe how to decide whether to accept a job offer. Ask students to describe the
information they should gather before making a decision about a job offer. Elicit from students the
following key points that were taught in this lesson:
Use the steps of the decision making process to decide whether to accept a job.
Choose a job that is right for you.
Always call the person who interviewed you with your decision and thank them for the interview.

Student Assessment
1. What factors are important to you in deciding whether to accept a job?
2. Describe how you would accept or reject a job offer in a professional manner.
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LESSON EXTENSIONS
Using Quotations
“You are free to choose, but the choices you make today will determine what you will have, be, and do in
the tomorrow of your life.” —Zig Ziglar
Have students explain why they agree or disagree with this statement. Discuss the idea that although
current choices will have a big impact on their lives, not everyone knows their ultimate destination.

Addressing Multiple Learning Styles
Arrange for members of the class to visit parents, mentors, and community members in the workplace.
Have students make a list of the job activities observed, the skills needed for those jobs, and ways in
which the jobs matched or did not match their needs and goals.

Writing in Your Journal
Have students write about their first day of work. If students have never held a job, have them write
about what they anticipate their first day will be like.
Have students discuss the anxiety and expectations of their first day at a new job.

Additional Resources
Have students read The Back Door Guide to Short-Term Job Adventures by Michael Landes, which
includes information about internships, seasonal jobs, volunteering, etc.
Have students report on the opportunity of their choice. If possible, have them write or call for more
information, read brochures, interview people who’ve participated, etc.
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Homework
Have students think of people who have presented them with opportunities or helped them in their job
search. Then, have them mark two dates within the coming year to send updates to these people.
Students should mail postcards or letters to these individuals on these dates. They should bring copies
of these updates to class when they mail them.

Additional Resources
Have students invite members of the community to class to talk about jobs in their field. Be sure they
include local businesses that might have job opportunities for teens.
Have students write summaries of the opportunities and job requirements covered during the day.
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JOB OFFERS
Job #2

Job #1
Bank Teller

Pet Store Attendant

Responsibilities include working at a
teller window assisting clients with basic
transactions. Three weeks of training
required. Training is held Monday–
Friday from 3:00 to 5:00 p.m. Teller
hours are available from 8:00 a.m. to
5:00 p.m. on Saturdays. Promotion available after six months. Professional environment. Distance from home to work is
40 minutes. Starting salary is $12/hour.

Responsibilities include caring for animals, cleaning the cages and tanks daily,
and sweeping floors. This is an entrylevel position, but there is an opportunity
for promotion. You can set your own
schedule, the hours are flexible, but you
can work no more than 8 hours/week.
There is a one-month probationary period. Experience with animals is preferred
but not required. The salary is $10/hour.

Job #3
Counter Service/Cashier
Responsibilities include customer service, maintaining seating area, working the cash register, receiving store
deliveries, and cleaning the stock room.
Must work a minimum of three closing shifts per week (5:00 p.m. to 10:30
p.m.) and one full Saturday per month.
Free meal for all shifts that exceed five
hours. Starts immediately. The salary is
$9/hour.

WHAT I WANT IN A JOB
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In the space below, write down the key factors you want in a job as shown on your
“Ideal Job Equation” activity sheet. Then compare them to the job descriptions above.
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