
Lesson 1: Online Communication 
 

Learning Objectives:  
 

- To explain how to communicate professionally online. 
 
 

 
 
TASK: My sentence which includes the word ‘propriety’ :  
 
…………………………………………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………………………………………… 
 
Task:  

1. What are the key features of a professional email? 
2. Why is email a useful way to communicate? 

 
Highlight and annotate the following email: 
 

Example Email: Work Experience 
 
From: joannet@gmail.com 
To: enquiries@johnsmithandassociates.com.au 
Date: 23 April 2019 
Subject: Joanne Tint - Application for Trainee Administrative Assistant position 



  
Dear Mr. Moyle,  
As a young and motivated individual I am extremely interested in submitting an application 
for the advertised Trainee Administrative Assistant position with John Smith and Associates. 
In November 2018 I completed my VCE studies and also obtained a Certificate II in Business 
Administration. This has given me a range of practical capabilities that will meet the needs 
of this role.  
While completing my VCE studies I worked part-time as a Customer Service Assistant for 
KSmart. My responsibilities in this role included providing face-to-face customer service and 
assisting on the floor with stock movements and visual merchandising. This position has 
given me key employability skills while also allowing me to experience working in a 
professional and fast-paced work environment. 
With regard to my ability to meet the specific requirements of this job: 

● Customer Service: Worked for four years in a face-to-face customer service 
environment providing customer service at registers, lay-by counter and on the retail 
floor.  

● Reception duties: Responsibilities at KSmart included answering incoming phone 
calls and assisting customers with phone-based enquiries. 

● General Administration: Certificate II in Business Administration has provided 
training in the use of skills including filing, data processing, records management and 
written communication. 

My teachers and employers have commended me for my high level of interpersonal skills 
and naturally engaging personality. My motivations include learning new things and the 
challenge of meeting key objectives. My current and previous managers can be contacted to 
provide more information about my ability to meet the needs of this job. 
I understand that you will receive a large number of applications for this role. I do, however, 
believe that my motivation, commitment and pre-existing skills will allow me to fit into your 
work environment and immediately start supporting the needs of your organisation.  
I would appreciate the opportunity to meet with you to discuss my application at an 
interview. I have attached a copy of my resume for your consideration. I can be contacted at 
all times on the details provided above. 
Thanking you in advance for your time, 
Joanne Tint 
ph. XXXX XXX XXX 
 
Task: 
 

1. What are the key features that make this a professional email? 
2. When would you send an email like this? 
3. How could you adapt this to email a teacher? 

 



Independent Writing 
Write an email for one of the following scenarios: 

- To your teacher, asking for an extension for your homework 
- To your teachers, explaining that you are off sick and would like to know what work 

to catch up on 
- To an employer, asking if you can do a week of work experience during the summer 

holiday.  
-  

Homework: Write a professional email to ‘your boss’ asking for a day off for a friend’s 
wedding.- Do this in your books 
 
 
 

Lesson 2: Resolving disagreements 
 

Learning Objectives:  
 

- To explain how to resolve disagreements and rebuild relationships. 
 
 

 
 
TASK: My sentence which includes the word ‘antagonise’ :  
 
…………………………………………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………………………………………… 



Disagreements 
One day, Louise was in History when she was passed a note. It said ‘Sarah 
hates you’. Louise wondered why she’d got the note – Sarah was her best 

friend after all. Sarah was sat across the classroom and didn’t look at Louise 
all lesson. Usually she tried to catch her eye and make faces but today that 

didn’t happen. 
At the end of the lesson, Louise went over to Sarah.  

‘What’s the matter with you?’ She asked.  
‘Like you don’t know.’ Sarah replied, ‘Everyone know that I like Josh and 

you’re the only person I’ve told. I thought you could keep a secret but I can’t 
trust you. I can’t believe you told everyone. I can’t even look at you.’ And with 

that she stormed off. 
Louise was hurt, she hadn’t told anyone. She didn’t know how the rumour 

had started. 
 
Task:  

1. What would you do in the situation? 
2. What has each person done to antagonise the other? 
3. How could each person resolve the argument? 

 
Task – Independent Reflection: 
 

1. With whom do you argue the most? 
2. What can you do to calm down when you get into an argument? 
3. Why is it good to solve an argument? 
4. What calms down the people with whom you argue most? 
5. How often do you win an argument? How does that happen? 

 
‘The only way to get the best of an argument is to avoid it.’ How far do you agree? 
 
Homework: ‘The only way to get the best of an argument is to avoid it.’ How far do you 
agree? (2 paragraphs) 

 

 

 

 

 

 

 

Lesson 3: Changing Friendships  



 
Learning Objectives:  

- To explain how relationships develop throughout secondary school. 
 

 
 
 
 
TASK: My sentence which includes the word ‘transition’:  
 
…………………………………………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………………………………………… 
 

Adolescence and the Loss of a Best Friend 

Most adolescents wish they could be so lucky, but not everybody finds a best friend. A great gift when it 
occurs, there is significant pain when it is lost. 

What sets a best friend apart from other friends is a special caring based on liking that person’s 
company more than others, a special knowing based on more confidential intimacy than with others, a 
special commitment based on willingness to self-sacrifice for each other, and a special compatibility 
based on shared fitness of personality and match of interests with each other. In addition, there is often 
a special ‘extra child’ place each occupies in the other person’s family home. 

The attachment is very powerful, and it can be enabled by technology. Time together is what tells. 
Between girls, for example, there is usually more time spent communicating with each other, and there 
are many electronic ways to stay connected. Between boys, for example, there is usually more time 



spent engaging in activities with each other, and with today’s technology there are many electronic 
ways to game together. 

In either case, a special bonding takes place between best friends such that each person feels part of a 
shared identity, a part of each other. In some cases there is even an identical-twin-like sense of mutual 
knowing without having to be told what is in each other’s mind and heart. Socially they are considered 
coupled – more committed to each other’s company than to the company of anyone else. As best 
friends, they usually proceed on two powerful assumptions: best friendship is forever, and they will 
never find another friend as good as the best friend they have. 

Like most gifts in life, these relationships are double-edged, the hardest side becoming apparent when 
the friendship comes to an end, and at least one party is truly bereft on two counts. First, best 
friendship proves not to be forever. And second, how will they ever find as good a friend again? 
During adolescence there are several common causes for this loss to occur – when best friends grow 
apart, when contact is disrupted, and when love gets in the way. 

WHEN BEST FRIENDS GROW APART. 

For many best friendships, once adolescence begins, growing up causes growing apart as one person 
needs more freedom to separate and differentiate than the friendship allows. Particularly when the 
adolescents in question have been so closely identified with each other through childhood, losing a best 
friend feels like losing part of oneself, a loss made worse for the one who feels left, blaming herself for 
no longer being good enough and feeling at a loss of knowing how to fill the empty room in her life now. 

WHEN LOVE GETS IN THE WAY. 

Close as best friends are, they generally do not feel as rapturously close as to a romantic partner with 
whom they have fallen in love. High school is when this usually happens. Now something’s got to give, 
and it is friendship that to some degree is sacrificed because it’s really hard for best friendship to 
compete with the infatuation of romantic love. 

Competition and jealousy now commonly arise. A best friend often does not tolerate their friend’s 
competing romantic relationship very well, particularly when falling-in-love elevates that relationship to 
number one. Best friend can feel demoted in importance, denied usual access, and deprived of the 
constant communication and companionship that kept them close. The situation can get additionally 
complicated when the in-love connection (boyfriend or girlfriend) is possessive and doesn’t want to 
share the romantic partner with a best friend who feels like a rival for the loved one’s commitment, time, 
and attention. 

Task: 
 

1. What sets a best friend apart? 
2. What do boys and girls tend to do together? 
3. What powerful assumptions shape how teenagers feel about their best friends? 
4. What often happens during adolescence? How might this feel? 
5. What can happen when someone starts a romantic relationship? 

Student Activity: Independent Reflection 
1. Do you have a best friend? If so, why? 



2. How have your friendships changed since starting secondary school? 
3. With whom would you like to be friends? 
4. Which old friend do you no longer see and why? 
5. What advice would you give to someone who feels like they have lost their best 

friend? 
 
 
‘We should always try to keep our friends.’ How far do you agree? 
 
Homework: ‘You should always stick by your friends, even when you know they are doing the 
wrong thing’ How far do you agree with this statement? ( 2 paragraphs) 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


