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	Handout 5: Presenting Yourself: Appropriate Dress and Body Language


	Sector(s):
	
	Youth in Development

	Competency:
	
	Appropriate dress for work, body language, action planning

	Training Package:
	
	Youth Livelihoods: Employability

	Terminal Learning Objective:
	
	To provide information on how best to prepare for the world of work by presenting oneself well.

	
	
	

	
	
	

	Session Rationale:  
	
	Youth learn the importance of dressing appropriately for their specific jobs, and the value of positive body language in finding and keeping a job.

	Target Audience:  
	
	In-school and out-of-school youth who have completed at least primary education.

	Trainer Expertise:
	
	Understanding of appropriate dress for the jobs available in the community. Understanding of culturally specific body language at work. It is especially important to work with a counterpart on this session.

	Time:  
	
	2 hours

	Prerequisites:  
	
	Session 1: Crossing the Bridge: Introduction to Employability; Session 3: What Do I Bring to the World of Work?; Session 5: Imagining Your Ideal Job.

	Version:
	
	Oct-2012

	
	
	


	Session:  Presenting Yourself

	Date:  
	Time:  
	Trainer(s):  

	Trainer preparation:
1. Write session outline and objectives on board or flip chart.

2. It is especially important to work with a counterpart in the development and delivery of this session. When preparing for the session, work with your counterpart to understand appropriate body language for the workplace in this context and adapt Trainer Material 1 to reflect that body language. Be sure to explore how body language differs between men and women, boys and girls. 

3. Cut the scenarios from your adaptation of Trainer Material 1 into cards you can distribute to participants. 

4. Collect five to eight photos of people in a range of work situations, in various types of work-related dress. Tape the photos around the room and cover them if possible. 

5. Re-post Flip chart 1: The Bridge to Employability, if it is not still posted from the last session. 

Materials:
· Equipment
1. Flip chart, whiteboard, or blackboard

2. Markers and tape, or chalk

3. Pens and paper for those who forget their action journals

4. Timer
5. Five to eight photos of people in a range of work situations
· Flip charts
Flip chart 1: The Bridge to Employability (see Session 1)
· Trainer Materials
Trainer Material 1: Charades Cards


	Session Learning Objective(s): 

1. Participants will practice positive body language for the work environment.

2. Participants will describe appropriate dress for a variety of occupations.

3. Participants will describe appropriate dress for the job they seek.

4. Participants will develop a plan for dressing and acting appropriately for the job they seek.




	Phase / Time /
Materials
	Instructional Sequence

	Motivation

30 minutes

Trainer Material 1: Charades Cards

	Body Language on the Job—Charades

This activity begins the discussion of appropriate body language on the job in a fun and interactive way.

Post adaptation: 

Check to see if the term “body language” is a term that is used in the local language. It may not translate well. An alternative term is “nonverbal communication.”

1. Welcome the group back, and indicate that they are going to begin their work today with a game. But first, suggest that you would like the group to tell you how you are feeling right now. Begin to silently act impatient and stern. Tap your foot, look at your watch, fold your arms across your chest. 

Note: 

Participants might answer: impatient, angry, frustrated, you’re waiting for something, and so on.
2. Ask participants, “But how did you know how I was feeling? I didn’t say any of that.”
Note: 

Answers might include: You were tapping your foot. You were looking frustrated. You kept looking at your watch.
3. Indicate that the group will practice communicating feelings with their bodies like this in the warm-up activity.

4. Hold up the cards, and provide instructions for the exercise:

· “We will work in pairs for this exercise. On each of these cards, I have written a specific activity that I want you to act out silently.”

· “Pairs of you will come to the front of the room in turn, receive your card, and act out what you see written there.” Remind participants that they may not speak when acting out the action written on the card.
· “Participants will have one minute to guess what you are acting out.”

· “The next two participants will then come to the front, choose a card, and silently act out the action, while the remaining participants try to guess what they are representing.”

5. Check for understanding of the instructions and begin the warm-up exercise. Keep it lively and fun! 
6. Process the activity, using some of the following questions:
· “Which of the cards was easiest to guess? Why?” 

· “How were you able to decide what people were feeling or doing without hearing them speak?”

· “What does this have to do with employability, with trying to get and keep a job?” 

7. Agree that we can often tell what people are feeling and thinking by the way they use their bodies. We sometimes call this “body language.” We communicate through body language all the time. For example, I know when you are feeling tired and ready to finish the session when you start looking out the window (or at your watch, and so on).

Note: 

It is most effective and may inspire a laugh or two for you to choose a funny example from your knowledge of participants and your time together. “I know that when ‘x’ is doing ‘y,’ he or she must be, ‘q.’”
8. Continue to summarize the answers to the processing questions. Agree that the way we present ourselves is so important—whether we are talking about our body language, the way we dress, or the way our resume/CV looks. Potential employers make many decisions about us in a short period of time, and we must be sure we are giving the right impression during those interactions. Remind the group of our earlier discussion of facts versus assumptions, and suggest that potential employers and co-workers make many assumptions about us based on how we look and how we act. We must be sure that they are making assumptions that are as close as possible to the facts.

Note: 

Review the relevant planks on the bridge model as you talk about these issues. 
9. Review the agenda and objectives for today and transition to the next activity.


	Information

30 minutes

Flip charts, blackboard, or whiteboard

Markers or chalk

Tape, if using flip charts

25 minutes

Five to eight photos

Tape

Action journals

	Appropriate Body Language 

The group discusses appropriate body language and practices positive body language. 

1. Continue to explore the topic of body language. Ask:

· “So what is appropriate body language in the world of work, then? We have seen what not to do and how not to act, but how should we use our body language to present ourselves well?”

· “Does appropriate body language differ if you are a boy or a girl? If so, in what ways?”

2. Brainstorm a list of ideas on the flip chart with participants. 

Post adaptation: 

Much of body language is tied to culture, so it will be important to work with a counterpart to understand the positive body language expected in the world of work, as well as specific nuances of body language that you may have noticed but not understood. Some critical aspects of body language that differ across cultures include whether or not to look someone directly in the eye, rules about greetings, including if, when, and how to shake hands, when to stand or sit, and so on. 
3. Continue to brainstorm. When participants feel the list is complete, guide the group through a total physical response activity. Indicate that you will randomly read out ideas from the list, and as you do, you want all participants to silently act out that positive body language. 

4. Read aloud all of the items on the list, and watch as participants practice using the appropriate body language. Take care to point out particularly effective examples.

Note: 

This activity serves as an assessment of Learning Objective 1.
5. Summarize the discussion. Suggest that it is important to be aware of one’s body language and to become comfortable using our bodies in ways that are appropriate for work-related situations. It is also important, however, not to become too preoccupied with moving just right—you don’t want to make yourself look nervous, stiff, or unnatural, but remain confident, relaxed, and engaged. Transition into the next activity. 

B. Appropriate Dress—Gallery Walk and Discussion

The group identifies appropriate dress for a variety of work types.
1. Suggest that one of the most powerful ways we communicate with our bodies is through the clothes we wear. Remind the group again about the earlier conversations about facts versus assumptions, and suggest that the way we dress is often the source of many assumptions about who we are, what we are like, what we do, and so on.

2. Indicate that to begin our discussion about appropriate dress, the group will go on a little walk around the room. 

3. Reveal the photos while providing instructions for the activity:

· “There are several photos around the room.” 

· “In a moment, I will ask you to move around the room and take a good look at each of these photos.”

· “Bring your action journals with you so you can make notes about each of the photos.” 

· “First, decide what you think about each person, based on the clothes he or she is wearing.” 

· “Next, decide what job you think each person holds.” 

· “You will have about 10 minutes to review all of the photos and make your notes.”

4. Check for understanding and begin the gallery walk. Circulate among the group to assist where necessary.

5. Announce when only a few minutes remain, and when time is up.

6. Reconvene the large group and process the activity, using some of the following ideas:

· Review each of the photos in turn. Ask participants to share what they think about each person, and what job they think that person holds. Probe for the reasons behind their ideas. Use specific examples from the work-related dress in the photos. 

· Ask participants to reflect on the entire activity. What stands out for them? What is “appropriate dress” for work? Does “appropriate dress” differ for men and women? In what ways?

· Agree that appropriate dress varies depending on the job one is doing. What is true across all jobs? In terms of appropriate work-related dress, what should we make sure of, no matter what job we hold? 

Note: 

1) Answers might include: clothes should always be clean; clothes shouldn’t be wrinkled, clothes should be worn as they were intended to be worn (for example, shirt tucked into pants, if that is the norm), and so on. 
2) Careful attention to this discussion serves as an assessment of Learning Objective 2.
7. Finally, spend a few moments discussing the difference between the clothing you would wear to work each day, and the clothing you might be expected to wear in order to get the job—at the job interview, for example. Would there be any difference in what you might wear for a job interview versus what you wear each day on the job? How does this differ for men and women?

Note: 

Often you will want to dress just a bit more “formally” on a job interview than you might need to dress on the job. Also, some jobs will require you to wear a uniform, but you would wear something else at the interview. 
8. Summarize the discussion and transition into the practice activity.



	Practice

25 minutes

Action journals

Pens or pencils

Paper for those who forgot action journals


	Presenting Ourselves Appropriately for Work

Participants sketch appropriate dress and behaviors for the jobs they seek. 

1. Indicate that we are now going to practice these ideas in our own lives and work. 

2. Provide instructions for the practice activity:

· “Open your action journals.”

· “Take a few moments to think about the job you are seeking. What would appropriate dress look like for that job? What would you be wearing every day? What would you wear for the interview?”

· “Sketch an image of what you will wear to work every day, and another of what you would wear to the interview. Try to be realistic, and base your sketch on clothing you do have, or will have, access to.”

3. Allow 5-10 minutes for participants to sketch before continuing with the instructions: “Next, turn to a partner. Describe your image and what you would wear to work each day, as well as what you would wear to the job interview. Each of you will speak for about five minutes.” 
4. Announce when five minutes have passed and urge participants to switch. 

5. Announce when only a few minutes remain, and then when time is up.

6. Reconvene the group and process the activity:

· “What clothing did you decide was most appropriate for the job you are seeking?” (Invite several answers.)
· “What about for the job interview? Did you decide that your clothing should be different for that? If so, in what way?”

Note: 

Attention to this debriefing serves as an assessment of Objective 3. You can further assess this objective after collecting the action journals at the end of the session. 
7. Summarize the exercise and transition to the final part of the session.



	Application

10 minutes


	Making a Plan for Appropriate Dress and Body Language

Participants develop a plan for acquiring or preparing appropriate dress for a job interview for the job they are seeking. They also develop a plan for the body language expected of them in this job. 

1. Indicate that for the remaining 10 minutes of the session, the group will be working on their own to develop an action plan for acquiring or preparing the appropriate dress to wear to the job interview for the job they are seeking. Suggest that participants may not all have access to the right clothing at this point, and that they may need to develop some strategies for acquiring it. In other cases, participants may have the right clothes but need to get them together, cleaned, and pressed.

2. Invite participants to suggest some ways to acquire the right clothing for a job interview.

Note: 

Answers might include: borrow it from a relative or friend, borrow money to purchase it (and from where to get a good deal?), visit a career development wardrobe center—sometimes available in large cities, and so on. Be sure to have counterparts help with realistic options in the local community.
3. Finally, indicate that participants should also give some thought to what specific body language they will need to focus on in the job they seek. What will they need to be attentive to or careful about? Invite them to jot down a list of body language issues that they will be more conscious of and focused on when planning for the job interview. 

4. Tell the group that you will be collecting the action journals to review their plans at the end of the session, and then begin the activity.

5. Allow participants to work on this during these final minutes of the session. Circulate to provide clarification and to assist where necessary. 

6. Collect the action journals so you can review this exercise before the next session. 

Note: 

1) If the next session immediately follows this one, you may want to make sure you are reviewing participants’ work as you circulate, or you may wish to build in time for a complete review of the work.

2) Review of this assignment serves as an assessment of Learning Objective 4.
7. Summarize the discussion and close the session. 



	Assessment

	Learning Objective 1 is assessed in Information, Section 1, No. 5.

Learning Objective 2 is assessed in Information, Section 2, No. 6.

Learning Objective 3 is assessed in Practice, No. 6, and in Application, No. 5.

Learning Objective 4 is assessed in Application, No. 5. 



	Trainer Notes for Future Improvement
	Date & Trainer Name: [What went well? What would you do differently? Did you need more or less time for certain activities?]




	Trainer Material 1: Charades Cards



You are chewing gum at a job interview. 

You interrupt your conversation with someone to answer your mobile phone, and you remain on the line chatting with your friend.

You are waiting to be seen for your interview, and you act impatient and frustrated.

You roll your eyes and act annoyed with a customer.

You are not really paying attention to what your co-worker is saying; you are easily distracted. 

You keep fidgeting during your job interview—adjusting your clothes, fixing your hair, bouncing in your chair.

You continue to eat your lunch while you are assisting a customer on the telephone.































� This list serves only as a sample, as you will develop your own list of culturally inappropriate body language cues.
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