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INTRODUCTION
WHAT IS AN EMPLOYABILITY SKILLS PROFILE?

An Employability Skills Profile is a carefully organized selection of documents, artifacts or materials called evidence that highlight your skills, abilities, knowledge and talents.   It is a self-marketing tool that you can use in today’s competitive employment and education market.   It will help you to begin a process of self-discovery and reflection, and to identify and demonstrate proof of your skills, abilities, knowledge and attitudes.  During this process you will discover that the skills you have been developing through your home, school, community, work, play, and life in general, relate directly to skills that are marketable in the world of work.

WHY SHOULD I DEVELOP A PROFILE?
 (
To market myself when applying for employment, post secondary, scholarships, volunteer positions etc. 
)


 (
To look inward and reflect on my strengths, values, interests and skills and better understand who I am and what I am capable of 
) (
To have a current inventory or summary of my skills, abilities and accomplishments 
)

 





 (
To organize my thoughts and celebrate my accomplishments
) (
To identify the fields I am suited for in order to make career decisions now and in the future
) (
To receive recognition for things I’ve done at home, in school, at work and in the community
)                                                        


 (
To have the most current information ready for job, volunteer and post secondary applications.
)

 (
To help me identify what I need to work on in order to succeed and realize my dreams 
)

	







WHY SHOULD I HAVE A PROFILE AND NOT JUST A RESUME?
A resume states what you can do. A profile demonstrates what you can do. It’s is a presentation of evidence of your skills.  It presents to others, a clear picture of who you are and what you are capable of doing.  


EVERYTHING YOU DO CONTRIBUTES TO YOUR SKILLS BANK! 

 (
COMMUNITY
Community sports
Guides/scouts
Church groups
Boys and girls clubs
Cadets
Dance, music, theatre, art
Fitness clubs
Volunteer work
Other
)














 (
          
WORK 
School arranged work experience
Part time job
Volunteer work
Other
) (
HOME
Yard work, cleaning and other chores
Assisting with home based business
Learning manners, morals and proper behaviour,
Cleaning
Cooking
Other
)



 (
YOUR 
EMPLOYABILITY SKILLS COME FROM YOUR: 
)










 (
SCHOOL
Course work
Projects
Clubs and councils
Extra curricular activities
Sports
Volunteer work
Other
)

















INSTRUCTIONS FOR COMPLETION

Please submit your completed Employability Skills Profile in a duo tang.

Your profile must include:

► A cover page with:
· Title: Employability Skills Profile
· Your Name
· Your Career Programs Advisor’s Name

► Separate the following sections and subsections using dividers:
· Section I:  Personal Information 

· Section II:  Employability Skills
○ Skills Summary Sheet (download from web-site)
○ Samples of your Evidence (each piece of evidence needs a description)
· Fundamental Skills
· Personal Management Skills
· Teamwork Skills

· Section III:  Summary and Reflection



A GOOD PROFILE WILL:

· Demonstrate and cite specific and concise examples of your skills, abilities, and knowledge you have acquired throughout high school

· Represent all types of skills: academic, applied,  artistic, creative, and technical 

· Provide evidence from all aspects of your life (school, home, community, and work or work experience

· Be well organized and visually attractive 
· Be unique and represent you as an individual

                                                                            





SECTION I – PERSONAL INFORMATION

TELL US ABOUT YOURSELF

Capture “who you are” through the use of a paragraph, web, poem, collage, art, photographs, or whatever you choose. If you chose a visual representation, i.e. a collage, include a written description of what the pictures symbolize about you. This section includes anything that represents who you are, what you value, your talents, interests, etc. You might consider including information on:
· Interests
· Values
· Hobbies
· Dreams and goals
· Friends and family
· Talents
· Accomplishments
· Organizations you have been involved with 
· Languages spoken
· Others


CAREER PLAN

Refer to your graduation transition plan and summarize the description of your career plans. What do you plan to do after you graduate from high school … travel, work, continue with further education? How do you expect to earn a living? What career areas interest you? 

Why do you think you would enjoy this type of employment and are you suited to it? Do you have the educational requirements to enter your chosen field of study/work? What is your “back up plan” if your first option doesn’t work out? Describe the options you have considered, what it is you plan to do in the short and long term, and how you expect to get there.

(You may want to use Career Cruising or any other personal profile tool in order to get to know yourself better. It may help you to identify a suitable career area, work interests, work style, skills required to enter your chosen career field etc.)
 www.careercruising.com
					Username: moscrop
					Password: panthers


CURRENT RESUME

Include a current (error free) resume – updated, including your school work experiences.
                                                                            

SECTION II - EMPLOYABILITY SKILLS

Employability skills are those personal skills, behaviors and attitudes seen as essential for success both personally and in the world of work.  You must be able to identify the skills that make you unique and employable.  In this section, you will provide examples of evidence supporting the employability skills you possess.  Use the list of Employability skills on pages 9, 10, 11 and the EMPLOYABILITY SKILLS 2000+ on page 7 to identify and help you describe the skills that you wish to showcase. 


HOW TO PROCEED:
1. Look at the lists on pages 9, 10, and 11 and the EMPLOYABILIY SKILLS 2000+ on the next page to identify the skills you think you presently possess. Ask yourself: “How could I show that I have this skill?”

2. Gather together evidence that is relevant, recent (i.e. from Grade 10 onward), and that best represents your skills, talents and abilities.

3. Either recreate the Summary Sheet on page 8 or download it from the school website:  http://moscropsecondary.com/pages/Career_Preparation_Program/
My Employability Skills – Summary Worksheet page 8.
Also refer to the completed examples included in this project pages 12, 15 and 16.

4. Think about the skills you used when you participated in each activity. It’s quite possible that one piece of evidence may demonstrate several skills. Be sure to describe all of the skills demonstrated by each piece of evidence 

5. Remember to mention the skills you have developed at your work experience placements, part time job or volunteer work

6. Think about all aspects of your lifestyle, interests, and personality.
Make sure, you include:
1. Academic skills, 
2. Applied skills (Business Ed, Tech Ed or Home Ec), 
3. Artistic/Creative and 
4. Technical skills 
as employers are looking for “well rounded” individuals.

7. Each piece of evidence that you include must be accompanied by a
· A brief description and explanation of what the evidence is.
· Label and number your evidence for easier referencing in the tables
	 (
“One of the most critical skills students need to develop is the ability to identify and communicate the skills they possess”
) 


Employability Skills 2000+ - Conference Board of Canada
http://www.conferenceboard.ca/Libraries/EDUC_PUBLIC/esp2000.sflb



Using this Summary sheet, explain how the evidence you have included in your project demonstrates your skills.
See page 12 for a completed example.


My Employability Skills – Summary for Enter your Name

Fundamental Skills
	Communications Skills
· 
	Evidence



	Manage Information
· 
	


	Use Numbers
· 
	

	Think and Problem Solve
· 
	




Personal Management Skills
	Demonstrate Positive Attitudes and Behaviours
· 
	Evidence


	Be Responsible
· 
	


	Be Adaptable
· 
	

	Learn Continuously
· 
	

	Work Safely
· 
	



Teamwork Skills
	Work with Others
· 
	Evidence


	Participate in Projects and Tasks
· 
	










You can download a blank summary sheet from:  http://moscropsecondary.com/pages/Career_Preparation_Program/
Use this template to complete Section II



FUNDAMENTAL SKILLS
Those skills which provide the basic foundation to get, keep and progress in a job.  You will be better prepared for the workforce when you can:

COMMUNICATE
· Write and speak so others understand
· Listen to and understand and learn
· Read, comprehend and use written materials, including graphs, charts etc.
· Write effectively in the languages in which business is conducted
MANAGE INFORMATION
· Gather and organize information
· Analyze and apply knowledge
USE NUMBERS
· Measure and calculate
· Record data using appropriate tools and technology
· Make estimates and verify calculations
THINK & SOLVE PROBLEMS
· Assess situations and identify problems
· Look for different points of view and use facts to evaluate them
· Identify the root causes of problems
· Be creative and innovative when looking for solutions to problems
· Use science, technology and math to gain knowledge, make decisions and to solve problems
· Evaluate solutions in order to be able to make recommendations
· Implement solutions
· Check if solutions work and act on opportunities for improvement
 (
Fundamental Skills
Evidence Examples
)


 (
Current report card
Letters of recommendation 
School transcript
Honour  Roll
Scholarships
Contests (Gauss Math Test, Skills 
Canada
)
Test scores
Writing samples (projects, reports, essays, poems etc.)
Oral presentations
Languages spoken or studied
Performance appraisals from school or work
Art profiles
Any technical courses taken
Computer skills; database project; keyboarding speed, spread sheet project, PowerPoint presentation
Journal entries 
Certification in Microsoft Office User Specialist (MOUS)
Certification in First Aid
Driver’s license
Super host Certification
Food Safe certification
Film Industry Orientation Course
Picture of a completed wood work or mechanics project 
Art, drama, or music presentation
Seminars attended
Other
                                                    
)













PERSONAL MANAGEMENT SKILLS
These are the personal skills, attitudes, and behaviours that drive your potential for growth.  You will achieve more when you can:

DEMONSTRATE POSITIVE ATTITUDES & BEHAVIOURS
· Feel good about yourself and be confident
· Deal with people and situations with honesty, integrity, and personal ethics
· Show initiative and effort
· Have a positive attitude toward learning, growth and personal health
· Recognize your own and other peoples good efforts
BE RESPONSIBLE
· Set goals and priorities in work and personal life
· Plan and manage time, money and other resources to achieve goals
· Assess, weigh and manage risk
· Be accountable for your actions
· Be socially responsible and contribute to your community
BE ADAPTABLE
· Work independently or as part of a team
· Carry out multiple tasks
· Be innovative and resourceful suggesting alternatives
· Be open and respond constructively to change
· Learn from your mistakes
· Cope with uncertainty
LEARN CONTINUOUSLY
· Be willing to continuously learn and grow
· Assess personal strengths and weaknesses
· Set your own learning goals
WORK SAFELY
· Be aware of personal safety practices and act accordingly
 (
Personal Management Skills
Evidence examples
)

 (
Evaluations from school, part time, work experience or volunteer work 
Letters of recommendation from employers, teachers, coaches etc.
Recognition for sportsmanship, spirit, etc.
Verification of membership in individual sports such as martial arts, tennis, swimming, dance yoga, kayaking etc.
Verification of membership in team sports as a player, manager, coach or referee
Verification of membership in music, drama dance or other artistic endeavors
Your agenda planner 
Description of activities where you have demonstrated responsibility through child care, handling money, looking after someone’s home  
Fitness plans
Nutrition plans
Perfect attendance letters from school, work, community involvement
Hobbies and/or interests
Recognition such as Employee of the Month
Leadership positions such as councils, clubs, committees and teams
Leadership, time management, study skills, or other seminars attended
Educational research such as attendance at BCIT or other Post Secondary Open House
Occupational Research such as career fairs or job shadowing
Other
)















TEAMWORK SKILLS
These are the skills and attributes you need to contribute productively.  You will be better prepared to contribute when you can:

WORK WITH OTHERS
· Understand and work within a group
· Be flexible – be open and supportive of the opinions of others
· Recognize and respect people’s individual differences and perspectives
· Accept and provide feedback in a constructive manner
· Contribute to a team by sharing information and expertise
· Lead or support when appropriate and provide motivation for high performance
· Manage and resolve conflict so solutions can be reached

PARTICIPATE IN PROJECTS AND TASKS
· Plan, design or carry out a project from start to finish with well defined objectives and outcomes
· Develop a plan, get feedback, test, revise, then implement
· Adapt to changing requirements and information
Continuously monitor the success of a project or task and look for ways to 

 (
Teamwork Skills
Evidence Examples
)


 (
Photographs indicating teamwork skills
Verification of participation in drama/musical production, band, choir
Verification of participation in team sports 
Verification of participation in clubs, yearbook, student’s council, community organizations, grad committee
Description of a job, activity or project that required team work
Evidence that you contribute in the classroom or community
Evidence that you treat others fairly and respectfully
Evaluation from part-time or volunteer work indicating teamwork skills
Letter, certificate or merit award indicating teamwork skill
Responsibilities in the family
Seminars or training in conflict management
Documented verification of experiences in conflict management
Example of a project you worked on with a group
Evidence that you have used effective problem-solving steps and strategies 
Other
)












EXAMPLE            My Employability Skills – Summary for Lynda White

Fundamental Skills
	Communications Skills
· I can speak, read and write in Spanish.  I have taken Spanish in grades 10-12 and have achieved a B average.
· I enjoy writing poetry as it demonstrates my English skills, and my creative skills.
	Evidence
3. Report Card

4. Sample of Poetry 
5. Written for English Class

	Manage Information
· I was required to research Canada’s role in World War I and the war’s impact on Canada, I needed to read numerous sources of information and create a logical and well organized essay
	
6. Socials research assignment

	Use Numbers
· I am currently enrolled in Math 12 and getting 67%
· At work I need to give customers the correct change and handle money, and balance the cash register at the end of every shift
	
7. Math Quiz

2. Paystub – Part-time job at the mall

	Think and Problem Solve
· During my one week work experience at Footlocker, I had to think and problem solve every time I assisted customers, everything was new and I had to provide good service
	
8. Work Experience Evaluation-Footlocker


Personal Management Skills
	Demonstrate Positive Attitudes and Behaviours
· I must be trust worthy and dependable.
	Evidence
2. Pay stub- Part-time job at the mall

	Be Responsible
· I have a lot of responsibility as a cashier.  I have to give the correct change and balance every shift.  I must be very patient with customers.
  
· Personal Management Skills like having a good attitude and being responsible are very important skills for a soccer player.
· I babysit for neighbourhood family, I am responsible for the safety and well-being of 2 children aged 4 and 7 years.

	
2. Pay stub- Part-time job at the mall

9.Girls Burnaby Metro Soccer Team photo
10.Letter of Reference from Babysitting Employer

	Be Adaptable
· When my group had to create the slide show for a presentation we had lots of technical problems and I had to be adaptable to find a way to run the sound file on the computer 
	
11.Power Point Slide-Oral Presentation

	Learn Continuously
· During my work experience at the Art Institute – I was using software to create a web-site that I had never used.  I learned a lot that week, and still use the information that I learned
	
12.Evaluation from Work Experience at the Art Institute

	Work Safely
· In Tech Ed class you must work safely with power tools to create this table.  I need to take a safety test and use safety glasses when using the machinery.
	
1. Tech Ed Wood Project


Teamwork Skills
	Work with Others
· As a soccer player, I have a role to play in every game and I must work well with others.  If I am not focused and do not practice, I let the whole team down. 
· 
	Evidence
9.Girls Burnaby Metro Soccer Team photo


	Participate in Projects and Tasks
· I work as a group member during my Chemistry 12 labs
	
13.Picture of Chem Lab


Download a blank summary sheet from:   http://moscropsecondary.com/pages/Career_Preparation_Program/

Evidence Template- Description

(Attach a template like this to each piece of evidence- explain what we are looking at)

Document description:
________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



 (
Note:
 Evidence must be your originals, you can scan, include a picture or a photocopy when necessary, but evidence needs to be readable and clearly identified as your own.  These samples have been shrunk to save paper, your samples should be larger.
)
EX.   Evidence 1  This is a picture of me showing my award winning woodworking project, I made this double seated Adirondack chair, it took me two months from design to finish.



EX.    Evidence 2  This is an image of my paystub from my job at XYZ retail at the mall.  I have worked here since July 2011.  I assist with stock when the store is slow, but my main duty is to be a cashier.  I start with a cash float, and I must balance my daily receipts with the cash in the till and the float.  I enjoy the job but it can be very stressful when it is busy.


SECTION III – REFLECTION AND SUMMARY


“Learning to become conscious of one’s skill development impacts career planning, goal setting and personal confidence for a life time of transitions that will lie ahead.”
 (
Use the 2
nd
 and 3
rd
 pages of the 
blank template found on the Moscrop web-site 
to enter your responses to the following reflection aspects of your skills.
Use the Sources of Information Table to ensure you have demonstrated that you are a well-rounded individual
 with all the appropriate skill sets.
http://moscropsecondary.com/pages/Career_Preparation_Program/
My Employability Skills - Summary Worksheet
)

REFLECTION


SUMMARY



Reflection of Skills

Fundamental Skills:
	Strengths
	Developments / Improvements Needed

	· Write about strengths
· 
	· Write about areas to improve
· 


Personal Management Skills:
	Strengths
	Developments / Improvements Needed

	· Write about strengths
· 
	· Write about areas to improve
· 


Teamwork Skills:
	Strengths
	Developments / Improvements Needed

	· Write about strengths
· 
	· Write about areas to improve
· 



1. What skill are required for your future-  Your career goals, education, other goals:

2. I plan to “build my skill set” through the following ways:


Sources of Information Table-

Complete the following two tables to demonstrate you have included evidence from each of these areas of your life, and that you posses all types of skills to show that you are a well-rounded individual. (see samples on page 16)

                                   Evidence                                                                                   Evidence
	School
	
	
	Academic
	

	 Home
	
	
	Applied Skills
	

	Community
	
	
	Artistic/Creative
	

	Work 
(school arranged & other)
	
	
	Technical
	




Example             information is written to be consistent with 
                                               example for Lynda White on Page 12

Reflection of Skills (Page 2 of template file) 

Fundamental Skills:
	Strengths
	Developments / Improvements Needed

	· Excellent communicator in English, good language skills in Spanish
· I am very good managing information and organizing it
· I am very good at research projects

	· I am in Math 12 but would like to achieve a higher mark for University
· I need to further develop my  problem solving skills in Math and Chemistry



Personal Management Skills:
	Strengths
	Developments / Improvements Needed

	· I am a very honest and reliable person
· I try my best in all areas
· I enjoy learning new things
· I have completed my work safe, 1st Aid and Lifeguarding certifications

	· I need to better manage my time, as I tend to get stressed out and procrastinate when I have too much all at once



Teamwork Skills:
	Strengths
	Developments / Improvements Needed

	· I enjoy working with others
· I play team sports

	· To continue to work on communicating with team members  as it is not easy to get along with everyone



1. What skills are required for your future? 

Career Goals: to be teacher I need excellent communication and interpersonal skills.  I must be able to manage information well, and be honest and trustworthy.  I need to be able to work well with other teachers, but mainly work well with my students.
Education:  To complete my Bachelor of Arts degree, I need to have excellent written and research skills.  I need to enjoy reading and managing large amounts of information.

Other goals: To become a lifeguard, I need to continue developing my experiences teaching swimming lessons, and continue to study first aid as it will help my application this summer.  I need to continue my young drivers of Canada driving lessons as I want to get my N. 

2. I plan to “build my skill set” through the following ways:
· Go to post secondary school, hopefully SFU or Capilano University
· Continue to use my agenda planner to schedule homework, and recreational activities to try to achieve life balance.
· Continue to use a tutor to help me with my Math Skills
· Continue to volunteer at the swimming pool on Sundays


Example

Sources of Information	 (Page 3 of template file)
(The sample information used in these tables is an example based on the examples used for Lynda White’s Summary of Employability Skills Sheet p. 12)


Complete the following table to demonstrate you have included evidence from each of these areas:

Specific skills from:	Evidence Examples
	School
	Math  Quiz, Chem Lab, Poetry Sample, PowerPoint Slide

	Home
	Babysitting Reference Letter

	Community Involvement
	Soccer Photo

	Work - Volunteer 
(school arranged & other)
	Work Experience evaluation – Foot Locker, Work Experience Evaluation Art Institute




Complete the following table to demonstrate you have included skills from each of these areas: 

Specific Skills that are:	Evidence Examples
	Academic
	Evidence that is from school or any outside learning
Math Quiz, Chem Lab, Poetry Sample

	Applied Skills 
· Business. Education
· Home Economics
· Technology Education
	Evidence that might include: Computer, Accounting, Business, Marketing, Economics, Cooking, Sewing, Wood Working, Drafting, Electronics, Robotics, or any hands on skills or hobbies
Photo of Wood Working Project

	Artistic / Creative Skills
	Evidence from any drama, art, photography, yearbook, ceramics, drawing or painting, use of creative computer applications (Photoshop), creative writing – poetry or stories, music, or other creative aspects of life.
Photo of Wood Working Project, Poetry Sample, PowerPoint Slide, Art Institute Work Experience Evaluation

	Technical Skills
	Evidence of things that require a specific set of skills: driving a car, operating a cash register, using power tools, operating office machine, playing piano, playing sports and other technical aspects
Photo of Wood Working Project, Pay  Stub as I operate Cash Register, Soccer Photo




EMPLOYABILITY SKILLS PROFILE CHECK LIST
 
· Profile is in a Duo tang

· Profile includes Student designed cover page with title, your name, and advisor’s name

· Profile includes dividers used to separate all sections

Ensure that you have:

· Produced a well organized and visually attractive profile

· Used effective language and vocabulary in a clear and concise manner

· Told us about yourself and your career plans

· Included an updated resume (error free)

Using the Employability Skills Summary Sheet make sure you have:

used the tables to organize the collection of your evidence so that you have shown all the different types and categories of skills from all the various sources.  The skills and sources are listed below.

· Clearly identified your Fundamental Skills demonstrated in your evidence

· Clearly identified your Personal Management Skills demonstrated in your evidence

· Clearly identified your Teamwork Skills demonstrated in your evidence

· Collected evidence samples from a variety of sources (school, home, community and work)

· Collected evidence to reflect the following skill types: 1. Academic,  
2. Applied Skills, 3. Artistic and Creative Skills, and  4.Technical Skills

· Included a template or attached a description (p. 13) to each of your samples that you are including as evidence in your employability skills project.  Your evidence has been numbered.

Using the Summary and Reflection Templates you: 

· Included the 2nd and 3rd page of the downloaded document for the Summary and Reflection (see page 15-16 for example)
· identified your strengths and areas that need continued improvement
· identified the skills needed for your career goals
· indentified ways to continue to develop your skills in the future

· Included a copy of your completed self-evaluation
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Employability Skills Project Marking Rubric

	Please fill in the following rubric with your self evaluation.

	Teacher Advisor's Name: Ms. Wispinski     or      Ms. Dato
	
	

	
	
	
	
	

	Student Name:     ________________________________________
	Date Submitted:
	 

	
	
	
	
	

	CATEGORY
	4 marks  -  3.5 marks
	3-2.5
	2
	1

	Section I -             Personal Information
	Error free updated resume that includes all school related work experience. Career Plan provides information about options and demonstrates research and understanding. Student shares information about various personal aspects of their life and provides excellent examples.
	Resume is good but needs improvement in formatting. Good plan is presented but may leave reader with questions. Provides good examples of aspects of their personal life.
	Resume is satisfactory, formatting needs improvement. Issues with chronological order. Has a plan with little discussion of a back-up, and or little evidence of research. Provides some personal examples.
	One or more parts is missing or incomplete. Resume has errors and or has not been updated. Lack of planning for the future. Little personal information is shared.

	Section II -                   Evidence
	8-10 relevant pieces of evidence. Each piece of evidence has a description.
	6-7 relevant pieces of evidence. Each piece of evidence has a description.
	4-5 relevant pieces of evidence. Each piece of evidence has a description.
	1-3 relevant pieces of evidence or evidence included is not relevant or evidence lacks description.

	Section II - Demonstration of Skills
	Excellent thoughtful and thorough discussion of each of the Fundamental, Personal Management and Teamwork skills. The template is used to link skills with the evidence.
	Good connections made between skills demonstrated and the evidence.
	Discussion about skills is not supported fully by evidence that has been included.
	Minimal discussion about skills that are demonstrated in the evidence.

	Section III-               Reflection of Skills
	Reflection is thoughtful and connections are made that demonstrate the student understands their strengths and areas that need development. Student has developed logical and clear goals for their future.
	Reflection makes some good connections with evidence. Student has identified some strengths and areas that need development. Some goals have been made for the future.
	Reflection makes some connections with evidence but may not be supported. Goal statements reflect a lack of planning or focus.
	Reflection is incomplete or does not make clear connections with evidence.  Student has not developed clear goals that are linked to long term plans.

	Overall Project
	Student has demonstrated they are well-rounded by including evidence from all aspects of life (school, home community and work) and all types of skills (academic, applied, creative, technical) Presentation is of outstanding professional quality, using excellent grammar and spelling.  All sections are organized and visually appealing.
	Student demonstrates they are well-rounded. Presentation is of professional quality. Uses good grammar and spelling. Student has made effort to organize project and make it visually appealing.
	Student is missing one or more aspects of life, and or types of skills.  Presentation ranges from professional to adequate. Project has parts that are disorganized. There are problems with grammar and or spelling. 
	Student has not demonstrated that they are well-round with their evidence.  Skill sets are missing from the evidence. The project needs to be proofread, has numerous issues with grammar and spelling. Evidence may be presented in a disorganized manner.  Presentation is of poor quality.

	Total Marks
	
	20



	Comments:
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Employability Skills 2000+

The skills you need to enter, stay in, and progress in the world of work—whether you work on your own

or as a part of a team.

These skills can also be applied and used beyond the workplace in a range of daily activities.

Fundamental Skills
The skills needed as a base for further
development

Personal Management Skills

The personal skills, attitudes and
behaviours that drive one’s potential
for growth

Teamwork Skills
The skills and attributes needed to
contribute productively

You will be beffer prepared to progress in
the world of work when you can:

Communicate

* read and understand information
presented in a variety of forms (8.9,
words, graphs, charts, diagrams)

o ywrite and speak so others pay attention
and understand

o |isten and ask questions to understand
and appreciate the points of view of others

* share Information using a range of
information and communications tech-
nologies (e.g., voice, e-mail, computers)

* use relevant scientific, technological and
mathematical knowledge and skills to
explain or clarify ideas

Manage Information

* |ocate, gather and organize information
using appropriate technology and
information systems

* qocess, analyze and apply knowledge and
skills from various disciplines (e.g., the
arts, languages, science, technology,
mathematics, social sciences, and the
fiumanities)

Use Numbers

* decide what needs to be measured or
caloulated

* observe and record data using appropri-
ate methods, tools and technology

* make estimates and verify calculations

Think & Solve Problems

* assess situations and identify problems

o seek different points of view and evaluate
them based on facts

* recognize the human, interpersonal,
technical, scientific and mathematical
dimensions of a problem

* identify the root cause of a problem

* e creative and innovative in exploring
possible solutions

* readily use science, technology and
mathematics as ways to think, gain and
share knowledge, solve problems and
make decisions

* evaluate solutions to make
recommendations or decisions

* implement solutions

* check o see if a solution works, and act
on opportunities for improvement

You will be able fo offer yourself greater
possibilities for achievement when you ean:

Demonsirate Posilive Aftitudes

& Behaviours

* feel good about yourself and be confident

o deal with people, problems and
situations with honesty, integrity and
personal ethics

* recognize your own and other people’s
good efforts

* fake care of your personal health

* show interest, initiative and effort

Be Responsible

* setgoals and priorities balancing work
and personal life

* plan and manage time, money and other
resources to achieve goals

* assess, weigh and manage risk

* e accountable for your actions and the
actions of your group

* e socially responsible and confribute o
your community

Be Adapiahle

* work independently or as a part of a team

* carry out multiple tasks or projects

* Dbeinnovative and resourceful: identify
and suggest alternative ways to achieve
goals and get the job done

* Dbe open and respond constructively
to change

* |garn from your mistakes and accept
feedback

* cope with uncertainty

Learn Confinuously

o Dpewilling to continuously learn
and grow

* a3sess personal strengths and areas
for development

* et your own learning goals

* identify and access leamning sources
and opportunities

* plan for and achieve your learning goals

Work Safely

* Dbe aware of personal and group health
and safety practices and procedures, and
act in accordance with these

You will be betfer prepared to add valus fo
the outcomes of a task, project or feam
when you can:

Work with Others

* understand and work within the
dynamics of a group

* ensure that a team's purpose and
objectives are clear

* De flexible: respect, be open to and
supportive of the thoughts, opinions
and contributions of others in a group

* recognize and respect people’s diversity,
individual differences and perspectives

* acoept and provide feedback ina
constructive and considerate manner

o contribute to a team by sharing
information and expertise

* [ead or support when appropriate,
motivating a group for high performance

o (nderstand the role of conflict in a group
to reach solutions

* manage and resolve conflict when
appropriate

Pariicipate in Projecis & Tasks

* plan, design or carry out a project or
task from start to finish with well-defined
objectives and outcomes

* develop a plan, seek feedback, test,
revise and implement

o work to agreed quality standards and
specifications

o select and use appropriate tools and
technology for a task or project

e adapt to changing requirements and
information

o continuously monitor the success
of a project or task and identify ways
to improve
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