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Skills at Work was made possible with funding from the Ontario
Ministry of Training, Colleges and Universities (MTCU). Harold Alden,
Lisa Rickett, Sande Minke of MTCU provided guidance, support, and

direction for the project.

The early ideas for a “series of materials to help adults develop the
literacy and technology skills needed for work” were reshaped many
times before they evolved into Skills at Work. Many people and events
helped us develop a better understanding of workforce literacy, where it
fits in adult literacy and basic skills programs, and how to create

materials that respect the adults who use them.

Jane Barber wrote the original drafts of the print materials and took the
terrific workplace photographs that appear in the workbooks. Trudy
Kennell coordinated the project and wrote the two learner Workbooks,
the Practitioner’s Guide for them, and the Guide to Blended Learning.
Karen Geraci wrote the Guide to Workforce Literacy. Her insightful work
will help the literacy field in Ontario consider different ways to
incorporate workforce literacy into their programs. Mike Kelly created
and animated the on-line activities that complement these print
materials — a great blended learning package! You'll see his face and
hear his voice when you check out the Skills at Work on-line activities on
the AlphaRoute Web site.

Thanks to Lorry Kirkwood who edited each of the print components of
Skills at Work. Pascale Soucy and Fritz van den Heuven created the

design for the materials, and Pascale coordinated their printing.



We were immensely fortunate to be able to persuade people to tell us
stories about what a day at work is like for them. A special thanks to
Sandra Hennessy of Fanshawe College who located the enthusiastic call
centre workers whose stories appear in Workbook 2 and to Michelle
Meilleur, Francophone Field Consultant at AlphaPlus Centre. John
Ihnat of the Construction Safety Association of Ontario generously gave

us permission to use photographs from the Association’s collection.

The following readers and reviewers were incredibly generous with their
time and comments. Their varied experience in terms of the sectors they
have been exposed to, the learners they have championed and worked
with, the tutors they have trained and observed, the workplaces where
they have assessed and taught, and the organizations and unions they
are familiar with, all made them rich sources of information. Thanks to
all of them.

e Judy Barton — Confederation College, Thunder Bay
o Judith Bond — Workplace Training and Services, Toronto

e Barb McFater — Preparatory Training Programs of Toronto (PTP),
Toronto

e Sandra Reali — Labour Education Centre, Toronto

¢ Sande Minke — MTCU

Barb McFater asked instructors Sue Fearnley, Linda Armstrong, Anne
Marie Williams, Karin Meinser, and Linda Jin-Troendle to work with
the materials and try them out with students at Preparatory Programs
of Toronto. These experienced instructors gave us invaluable feedback
about how they would use and modify the workbooks, practitioners’

guide, and the on-line activities.



The original review committee was made up of a group of people who
met with us and gave feedback on early drafts of the books, which we

shared in an AlphaCom discussion.

Barbara Anderson — Renfrew County District School Board
Judith Bond — Workplace Training and Services

Judy Barton — Thunder Bay Literacy Group

Mary Ellen Hughes — Preparatory Training Programs

Sue Hughes — Literacy Council of South Temiskaming
Barb McFater — Preparatory Training Programs

Sande Minke — MTCU

Kay Munro — Thames Valley District School Board
Alexandra Popovic — Preparatory Training Programs
Sandra Reali — Labour Education Centre

Lorri Sauve — Waterloo County District School Board
Gwen Sturdy — North Channel Literacy Council, Espanola, Ontario
Dalia Taylor — Peel District School Board

Settling on a name for the very broad audience for these materials was
not an easy task. The series was written for
practitioners/instructors/tutors who are teaching/tutoring in adult
literacy programs with learners/students. We hope you feel included as
you use Skills at Work.

Susan Toews

Manager of Field Consulting, Centre AlphaPlus Centre
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Skills at Work contains two workbooks. These workbooks are for adults
in upgrading programs who are preparing for work. You may be working
by yourself with a tutor, or with other students and an instructor. You
may have already had many jobs, or you may be getting ready for your

first job.

You may not know what kind of job you want yet. In Skills at Work,
you will read about different kinds of jobs. Using these workbooks will

help you make decisions about the work you want to get.

In Skills at Work, Workbook 1 and Workbook 2, you will read about
the world of work in Ontario. You will see links between skills you
already have and the skills you need at work. Many of these same skills
are useful for different jobs. If you change jobs, you don’t always need to
relearn skills. You need to learn how to transfer your skills to a different

job.

What do you think?

What do you expect to learn in these workbooks?

Skills at Work, Workbook 1 — 1



introduction

Spend some time in each workbook in the sections called Transferable
skills — you’ve got them too! That’s where you will make connections
from the skills you already have to the skills you need. As you do this

you will also see how to use your new skills in many different jobs.

Skills at Work is on-line too! If you have a computer and connection to
the Internet, you can go on-line to learn more. The on-line activities were
developed for you to use in your program or with your tutor. You may

decide you would like to use the activities on your own time as well.

You can decide for yourself when you want to go to the activities on-line
to learn how to use technology and machines at work. You'll find the
Skills at Work on-line activities on the AlphaRoute Web site. Go to

hitp//alpharoute.alphaplus.ca and choose English.

What do you think?

If you want to use the on-line activities on your own, and you don’t
have a computer and a connection to the Internet at home, do you
know where you can get free access to computers in your

community to try out the on-line activities?

Some ideas e The public library
e The local community centre

e A friend’s house

2 — Skills at Work, Workbook 1



Introduction

Look for this symbol or the title Learn more on-line. The

symbol shows you there is an on-line activity that goes with

what you are reading.

About Workbook 1

In Workbook 1 you are going to start to collect information about your
employment goals and about the world of work. Your goals will help you

decide which skills you need to work on.

You will find information about different kinds of training. You will

learn some ways to help you find, save, and use information about jobs.

About Workbook 2

Workbook 2 shows you how employers
expect you to use your skills in reading,
writing, and math to do the job. This
workbook shows you some tasks people do

every day in different kinds of jobs.

You will find out what a day on the job is

like for different workers.

Skills at Work, Workbook 1 — 3



introduction

About Workbooks 1 and 2

.. Activities give you a chance to practise what you have

learned.
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Sit back and talk with others about what you think. You have
many chances to discuss the ideas and information you have
read. This also gives you practice in working in groups or

teams.

As questions occur to you, make a note of them. Talk about
your questions with your instructor and other students. If you
find information or see things you think others can use to learn
about jobs, collect them and bring them to your group. Your
mput and suggestions are encouraged everywhere in these

workbooks.

Checking up sections and charts help you check on the skills

you are learning. Use these sections to think and talk about
the progress you are making, and what you still need to work
on. You have a chance to identify your interests in these

sections too.

4 — Skills at Work, Workbook 1



Introduction

We hope that you enjoy working with these materials and that they help

you as you take important steps toward your goals for work.

T T T e

£
"5~ What do you think?

How much time do you want to spend working on these materials?

It’s up to you. How much time did you spend today?

Who is going to work with you? Are you going to work in a group,

with a partner, or with an instructor or tutor?

Skills at Work, Workbook 1 — 5



introduction

Welcome to Skills at Work — Workbook 1

This workbook contains three kinds of information
e Information about jobs
¢ Information about how to get work skills and experience

¢ Information about how to find and organize information

You will learn where to find information about employment.

You will fill out several checklists to get a better idea of your skills and

interests.

You will find information about how to practise your skills before you get

a paying job.

You will look at some forms
and practise filling out

information.

You will collect and organize

information for yourself about

what you are learning.

6 — Skills at Work, Workbook 1



Introduction

Unit 1 — Collecting information — You start to collect information
about jobs and required skills. You set up a system to organize the
information you find. You use alphabetical order to help you organize.

You use the newspaper as a tool to find out about jobs. You take notes.

AT e

B

& Bl
"~ What do you think?

When was the last time you looked for information about
employment? Where did you look? What did you find? How do you
think looking for a job will be different now?

Unit 2 — Tara, Anya, and Doug — You read about these three people
and the jobs they hope to get. You visit the on-line activities for the first

time.

Unit 3 — Working on self-assessment — You assess your interest in
different kinds of work. You use the Blue Pages and the business pages
of the telephone book to find out where to look for experience and

training. You use the Yellow Pages as a tool to find out about jobs.

Skills at Work, Workbook 1 — 7



introduction

Unit 4 — Reaching your goal — You read about three people who find
out what further training they need to be ready for work. You state your
goals in a Job Readiness Chart to see if there is a match between your
goals and your skills. You will see if you need further training to be

ready for the work you want.

Unit 5 — Training for work — You read about the pros and cons of
unpaid experience. You read about getting training before and after you

get a job. You fill out some common forms.

What do you think?

Do you have a story you can share about a good or bad work

experience? It doesn’t have to be about paid work.

Tell about... e How you got the job
e What happened on your first day
e What you learned about

o What kind of work you were doing

8 — Skills at Work, Workbook 1



Before you get started

You are going to start to collect a lot of information. You will use the
information to identify your employment goal, skills you already have,

and your training needs.

One way to make sure the information is easy
to use later is to organize it. In the units in
Workbook 1 you will be asked to make files.
Make your files in the way that works best for
you, your instructor or tutor, or your class.
You can clip the information you collect with
paper clips, put it in a shoebox,
label 1t 1n envelopes, or
separate the information into

file folders.

Decide on a good place to store

your files.

Skills at Work, Workbook 1 — 9



Unit 1 — Collecting job information

To make it easier to use the information in your files when you need it,

you can arrange the files in alphabetical order.

Using alphabetical order

To put the files in alphabetical order, look at the first letter of each of
the file names below. Put the names in the same order as the letters of

the alphabet.

ABCDEFGHIJKLMNOPQRSTUVWXYZ

Arrange these file names in alphabetical order:

Jobs s Documents
f\f
Personal information /
.T»‘;;‘ffQ
. . “f
Training f"’
/
/
Skills /
/
Interests 7

/
Unpaid work /

&

/
Documents’

My writing

10 — Skills at Work, Workbook 1



Unit 1 - Collecting job information

!

f’ ¥ e,

= What do you think?

Have you decided how you are going to set up your files?
What supplies do you need?

What other file names do you think you might need? Why?

Skills at Work, Workbook 1 — 11




Unit 1 — Collecting job information

Your personal file

When you apply for a job, there are some documents you will need to be
able to give to employers. If you apply for unpaid work, you may need

the documents too. Some documents take time to get.

Put this checklist in a Personal file. Most of this information is

confidential, so you should keep it at home.

Name of document | have this document | know how to get
this document

Social Insurance Card

Birth certificate

Photo ID

Bank account information
for pay deposit

Criminal record check for some
jobs (education especially)

R
?
W

& What do you think?

{ 3 e,

Do you know how to get these documents? Work with your

mstructor or tutor to find out how to get the ones you need.

12 — Skills at Work, Workbook 1



Unit 1 - Collecting job information

Three kinds of jobs

In this unit, you set goals for yourself as you get ready for employment.
You will get the chance to think about what kind of job might be good for

you.
Most jobs fit into one of these three categories:

1. Some jobs are about working with people.

2. Other jobs are about working with things.

3. There are also jobs about working with information.

Skills at Work, Workbook 1 — 13



Unit 1 — Collecting job information
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Unit 1 - Collecting job information

e,

%3%“
\f ACTIVITY 1 sorting jobs

Instructions

Talk about different kinds of jobs you know about. Think of as many jobs

as you can.

o Jobs you have had in the past

e Jobs you see on TV

e Jobs you see advertised on the bus or subway
¢ Jobs you see in the newspaper

¢ Jobs you see people doing

e Jobs your friends or family have

Make a list of jobs under each heading below.

Jobs working mostly with...

people things information
Example: waiter Example: butcher Example: security
guard

Skills at Work, Workbook 1 — 15



Unit 1 — Collecting job information

Notes

16 — Skills at Work, Workbook 1



Unit 1 - Collecting job information

G
i
= What do you think?

Think of all the different kinds of places people might work at the
following kinds of jobs. For example, you could serve someone in a
corner store, in a department store, or in a health food store. Come

up with as many places as you can for each job.

¢ Works in a mailroom
¢ FHixes cars

e Serves people in a store

What are the pros and cons of each type of workplace? Which ones
appeal to you? Why?

Skills at Work, Workbook 1 — 17




Unit 1 — Collecting job information

Why divide jobs into categories?

Most job preparation materials present jobs in these three categories.

Which category does the kind of work you want fit in?

e If you like doing things for people, you might want a job working
with people.

e If you like using equipment or machines you might want a job
working with things.

e If you like to sort or keep track of ideas, news, or what’s happening
around you, you might want a job working with information.

Keep the categories in mind. They may help you find a job that matches

your interests and skills.

T

fadin
- rdl What do you think?

What happens if you get a job where you have to do things you

think you’re not good at or you're not interested in?

e Sometimes you may not like doing something because you think
you are not good at it.

o Skills at Work encourages you to continue with the learning
process.

e As adults learn more and get skills, they often become more
confident, and more willing to try new things.

18 — Skills at Work, Workbook 1



Unit 1 - Collecting job information

e,

=N
«/ ACTIVITY 2 Matching jobs and pictures

Instructions

1. Look at these pictures.
2. Think about which kind of work these people do.

3. Answer the questions under the pictures.

e Which job do you think is about working with people? Where would
you most like to do this job?

¢ Which job do you think is about working with things? Where would
you most like to do this job?

¢ Which job do you think is about working with information? Where
would you most like to do this job?

Skills at Work, Workbook 1 — 19



Unit 1 — Collecting job information

Notes

20 — Skills at Work, Workbook 1



Unit 1 - Collecting job information

Transferable skills — you’ve got them too!

Do you do any of these kinds of work in your day-to-day life already?

1. Taking care of children
Fixing things at home
Keeping track of your bills and bank account

Cooking meals

SN

. Helping with meetings in your school or community

What do you think?

Can you come up with your own list of day-to-day jobs?

Skills at Work, Workbook 1 — 21



Unit 1 — Collecting job information

What are the skills behind day-to-day jobs?

Taking care of children

Sometimes people say that they love children, so they can take care of
them. But, it’s more than that. To take care of children, you use skills. If

a child is sick, you may have to do these things:

¢ Make appointments

¢ Follow instructions

¢ Read medicine labels

¢ Remember what you read

¢ Measure doses of medicine

You have to be organized so you can handle many tasks at the same
time. You keep children safe by following safety rules. You have to keep

track of children’s shots.

22 — Skills at Work, Workbook 1



Unit 1 - Collecting job information

Fixing things at home

Sometimes people say that they love working with their hands. But, it’s

more than that. To fix things you use skills.

Let’s say your kitchen tap is dripping.

¢ You have to figure out what the
problem is.

¢ You have to know how to get
instructions to fix it.

e You have to remember the
instructions and follow them.

¢ You have to calculate the
supplies you’ll need to make the
repair.

e You have to do all the steps in
the right order to make the
repair.

e If your new tap comes with a
guarantee, you need a file to
keep it in, in case you have a
problem later.

Skills at Work, Workbook 1 — 23



Unit 1 — Collecting job information

Keeping track of your bills and bank account

Sometimes people say that they love working with figures. But, it’s more
than that. To keep track of your bills and bank account you use skills.

Your skills help you save money, not just keep track of your money.

¢ You know that your bank will
charge you if you use another
bank’s ATM (automatic teller
machine), so you make sure you
always use the right one.

¢ Your bank may give you better
interest rates if you do your
banking on-line.

e You may need to talk to bank
staff to get information about
special accounts. You may need
to work a problem out by
talking to bank staff.

¢ You have to keep banking
information organized so you
don’t miss deadlines for
payments.

24 — Skills at Work, Workbook 1



Unit 1 - Collecting job information

Cooking meals

Some people say they love to cook, but it’s more than that. To cook, you

use skills.

e You read the newspaper to know what’s on special.
e If you get coupons in the mail, you keep them to save money.

¢ You know what you have on hand and you check expiry dates so
food doesn’t go bad.

¢ You shop with a list.

e You know what fruit and vegetables are in season so you buy them
and save money.

e When you cook you measure ingredients or you estimate how much
you need.

¢ You get all the parts of a meal ready at the right times, in the right
quantity.

Skills at Work, Workbook 1 — 25



Unit 1 — Collecting job information

Helping with meetings in your school or community

Some people say they like to be involved in their community, but it’s

more than that. To help with meetings, you use skills.

¢ You listen to what the speakers say in their presentations.

¢ You take notes so you can keep track of ideas.

¢ You decide what you agree with and what you don’t agree with.
¢ You keep track of meeting dates on your calendar.

¢ You might phone people to tell them about meetings.

¢ You might be asked to invite a speaker to a meeting.

26 — Skills at Work, Workbook 1



Unit 1 - Collecting job information

!

f’ ¥ e,

= What do you think?

Use your own list of day-to-day jobs and write out the skills you
use to do those jobs. Are you surprised by the number of skills you

use everyday?

This kind of thinking about skills will take a fair bit of time to
finish. Don’t rush it, because the results are worth the time you
spend. At the end you will be able to see your transferable skills

yourself.

Skills at Work, Workbook 1 — 27




Unit 1 — Collecting job information

Transferable skills — you’ve got them too!

As you read through this unit, you identified your transferable skills.

You will be able to use those skills at work doing work tasks.

What do you think?

Name one transferable skill that you identified in this unit and a

job where you could use it.

How will you save information about your transferable skills so

you can find it later?

28 — Skills at Work, Workbook 1



Unit 1 - Collecting job information

Connecting your skills to real jobs

You probably have a better sense now of some of the skills you use every

day. Now think about what jobs your skills connect to.

Here are some of the skills that appeared in the story Taking care of

children:

¢ Make appointments

e Follow instructions

¢ Read labels

e Remember what you read

e Measure doses

¢ Do many tasks at the same time
e Follow safety rules

e Keep track of information

Skills at Work, Workbook 1 — 29



Unit 1 — Collecting job information

!

= What do you think?

f’ ¥ e,

Can you see how these skills would be useful in paid jobs? Look at
jobs ads in the newspaper. Which jobs ask for which skills? Which

ones can you add to the list of your skills and interests in your

file?

On the next pages you will find out about how to use the

newspaper as you explore jobs.

30 — Skills at Work, Workbook 1



Unit 1 - Collecting job information

Newspaper ads and jobs

Newspaper classified ads are one more place to look for jobs and to find
out a lot about the skills that employers are looking for. You will see
which kinds of jobs usually provide training, and which ones require you
to be trained before you apply. Job ads usually tell you if a job is full
time or part time. Sometimes a job ad will tell you what personal

qualities an employer is looking for.

Finding the job ads in your local newspaper

Read your local newspaper to

check for jobs in your lnd ex
community. To find the job | . o
ApartmentsD9. D14 ' DFood
ads, take a look at the front | Births B?7 = Horoscope D2 Classified/
. ComicsF8 = LeisureF6 Workplace
page of the paper. There is CrosswordF6  TVlistingsB8  EBusiness
L DeathsB6 . Weather B8 FA&E
almost always a listing of the |Editoriais A24 = ANews
EffieP2 BGIA _ _
contents of the paper at the Employment  CSports ' |

AL RAAEN RN ik

bottom of the front page. It
might be called the Index, the Contents, or What’s Inside?. The index is
usually arranged alphabetically. It will tell you which section of the
newspaper to look in and what page to look on. Job ads may be called

Help wanted, or Careers, or Employment.
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Unit 1 — Collecting job information

A newspaper from a large city is usually divided alphabetically into

sections. The front section is almost always A, and so on. A newspaper

from a small community may have everything in one section. By dividing

the newspaper into sections, the paper makes it easier for readers to find

information.

\33’“)) What do you think?

What is the name of your local newspaper?

What is the listing of the contents of the paper called in your

paper?
What is the job section called?

How often do you read the newspaper?

32 — Skills at Work, Workbook 1



Unit 1 - Collecting job information

Figuring out the job ads

Sometimes job ads don’t tell you very much at all. If there is a telephone

number with the ad, you can phone to get more information.

Some job ads have reference numbers in them, like this: REF 23560. If a
job ad includes a reference number, you should always include it in your

application and mention it on the telephone if you call about the job.

A newspaper ad should tell you how to apply for the job. Sometimes, you
have to apply in person, or by mail, or by email. Follow the instructions

to make sure your application is received properly.

When you look at newspaper ads, look for key words. They will help you
know what the ad is looking for. Key words are essential information.

Essential means something you can’t do without.

On the next page are some job ads. In the first one, the key words are

underlined.
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Unit 1 - Collecting job information

e,

%3%“
\f ACTIVITY 3 using key words

Instructions

Look at these ads. What are the key words that help explain about the
job?

How should you apply for the jobs?

Skills at Work, Workbook 1 — 35
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Notes

36 — Skills at Work, Workbook 1



Unit 1 - Collecting job information

Topic for discussion

What other information would you like to have about these jobs?

How could you find out?

ST W

s What do you think?

If a job ad shows a closing date, why is it important?
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Abbreviations in job ads

Newspaper job ads often have a lot of abbreviations in them. Some
newspapers charge for ads by the line, so abbreviations are an easy way

to save some space and some money. Job ads often leave words out.

Here are some abbreviations you may come across:

P/t = part time F/t = full time
Temp = temporary Perm = permanent
Hrly = hourly Ref = reference

Immed = immediately

What do you think?

Which abbreviations should you look for in your job search? Which

ones will help you know which jobs not to apply for?
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Connecting your skills to real jobs — Fixing things at home

Do you remember when you read about Fixing things at home on page
23? These are the skills you read about (If you'd like to read the story
again, go back to page 23.):

¢ Figure out a problem

* (et instructions

¢ Remember instructions
¢ Follow instructions

e Calculate supplies

¢ Buy supplies

¢ Do steps in right order

e File information to find it later

a3

S What do you think?

Can you see how these skills would be useful in paid jobs? Look at
job ads in the newspaper. Which jobs ask for which skills? Which

ones can you add to your list of skills and interests in your file?
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Connecting your skills to real jobs - Bills and bank accounts

Do you remember when you read about Keeping track of your bills
and bank accounts on page 247 These are the skills you read about (If

you'd like to read the story again, go back to page 24.):
e Use your bank’s ATM (automatic teller machine) to avoid charges
for using other bank’s ATMs
e Use on-line services
e Talk to people to get information
e Talk to people to solve a problem
¢ Organize information

e Be aware of deadlines

What do you think?

Can you see how these skills would be useful in paying jobs? Look
at job ads in the newspaper. Which jobs ask for which skills?
Which ones can you add to your list of skills and interests in

your file?
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Connecting your skills to real jobs — Cooking meals

Do you remember when you read about Cooking meals on page 25?
These are the skills you read about (If you'd like to read the story again,
go back to page 25.):

o Read the newspaper to find information

e Organize coupons

¢ Keep track of important information to save money
o Write lists

¢ Measure and estimate

¢ Be on time

A e

G

(g SR

& What do you think?

{

Can you see how these skills would be useful in paying jobs? Look
at job ads in the newspaper. Which jobs ask for which skills?
Which ones can you add to your list of skills and interests in

your file?
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Connecting your skills to real jobs — Helping with meetings

Do you remember when you read about Helping with meetings in
your school or community on page 26?7 These are the skills you read

about (If you'd like to read the story again, go back to page 26.):

o Listen to presentations

o Take notes

¢ Form opinions based on what you hear
¢ Keep track of meeting dates

¢ Phone people

¢ Make invitations

A e

G

(g SR

& What do you think?

{

Can you see how these skills would be useful in paid jobs? Look at
job ads in the newspaper. Which jobs ask for which skills? Which

ones can you add to your list of skills and interests in your file?
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Seeing yourself in a job

Make a list of the kinds of jobs you see in the newspaper that you can
do. Link them to the kinds of work you already do everyday and the
types of jobs that you know about.

Can you see yourself in any of those jobs?

Here are two examples:

If you already cook meals at home, maybe you could get a job in a
cafeteria. There are cafeterias in hospitals, at camps, and in shelters.
There are kitchen jobs in catering companies, schools, and seniors’

homes.

If you already make home repairs, maybe you could get a job as a
handyman, or on a construction site, or in a store that sells hardware or

lumber.

What do you think?

Choose one of your everyday jobs and make a list of possible places

you could do similar work for pay.
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Jobs around you

Make a list of five jobs you see other people doing as you go about your

day. Find out the names of those jobs.

For example, you probably see people driving trucks for the city you live
in. You probably see people working in parks, in restaurants, and in

stores. You may see people working on construction sites.

.
\.6",’

273

S What do you think?
What jobs did you see people doing on your way to your program
today? Are you interested in any of those jobs? Which file could

you add the job titles to?
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Interviewing people at work

No one knows everything about every job. In Workbook 2 you will read
about people in different jobs. Most of the jobs will be familiar to you.

But, we may have left out a job that you are interested in.

One way to find out about a job is to ask people questions about it. Start
by talking with people you know. When you are ready, try your
questions out on people you see at their jobs. Collect interviews with

people who have jobs you are interested in.

Look at the sample interview questions on page 49. You don’t have to

use all the questions. Decide which ones are important to you.

=~ What do you think?

Who will you interview first?
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Interview guide

Here 1s a list of suggestions to make your interviews successful. Don’t
forget to take paper and a pen or pencil with you. On the next page, you
will find some tips about taking notes as you go through the interviews.

Good notes will make it easier to report back to your class or your tutor.

If you work with a tutor, the two of you could go out together to do
interviews with two different employees at the same location and meet

afterwards to compare your results.

e Choose questions from the sample questionnaire on the next pages
and take them with you.

¢ Find someone you would like to interview.

e Tell the person you are interested in their job and would like to ask
them some questions about it.

e Ask them if you can make an appointment with them for the
interview, or if you can do it on the spot.

o Ask them if it's okay if you write their answers down and share
their answers with others.

What do you think?

Did you set up an Interviews file? Whenever you finish an

interview, save it in your Interviews file.

46 — Skills at Work, Workbook 1



Unit 1 - Collecting job information

Taking notes

Usually people talk too fast for you to be able to write down every word
they say. Here are some tips for taking notes. Practise using the tips in
classes or meetings so you are ready to use them at work when you get

instructions.

e Write as few words as possible
e Include only important content in your notes

o Use titles and headings to separate sections of your notes

Skills at Work, Workbook 1 — 47



Unit 1 — Collecting job information

You have practised using abbreviations in newspapers (page 38).
Abbreviations are also useful when you take notes. They save time. Here

are some tips about how to use them.

e Leave out words like a and the.

e To abbreviate words, leave out letters and syllables. St means
street, gov't means government,

e To abbreviate words, reduce them to single letters. P.O. means post
office box.

e To abbreviate words and phrases, replace them with symbols like +
for plus or ones that make sense to you.

Tt

)

"=~ What do you think?

Do you use any special abbreviations that you invented?
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Sample information interview questions

Interview Questions
page 1

1. | What 1s your job called?

2. | Did you need special training for your job?

3. | Where did you get the training?

4. | What are some of your duties at work?

5. | Which duties involve...

Reading.
can you give me an example of what yvou have to read?

Writing.
can you give me an example of what vou have to write?

Math.
when do you have to use math at work?

Machines or computerized technology.
can you give me an example of any technology you use at work, a
kevpad, a computer, a touch screen, a machine?

Do you work in a team?
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Continued...

Interview Questions
page 2

What do you think are the most important skills for you to be
successful at your job?

7. | What is an ordinary day at work like for you?
8. | Are these things important in your job?
Being on time.
Working with others.
Dressing according to what the job requires.
Volunteering for other tasks.
9. | Does your job pay fairly?
10. | How did you get your job?
11. | Do you have any advice for pecople who’d like a job like yours?
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Sample interview — in a warehouse

On the next few pages is a sample interview with an employee who

works in the warehouse of a large courier company.

¢ The first example is in note form.

¢ The second example shows the employee’s complete answers. This
1s the same interview with the employee’s exact words as he
answered.
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Warehouse interview example 1

Interview Questions
page 1

1. | What 1s your job?

Courier company.

2. | Did you need special training for your job?

Mo,

3. | Where did you get the training?

Doesn't apply.

4. | What are some of your duties at work?
Unload heavy pkgs — six conveyor hells.

Sort packages onto convevor belt.

5. | Which duties involve...

Reading. WHMIS symbols, eg dangerous materials; someone else
handies, Fragile? Pul in a special place, right side up, Work schadule,

Writing.
No.

Math. At first, no. Read weight in Ibs / kgs on the boxes. Figure out
what's 100 heavy. Add up hours, multiply hourly rate o check pay.

Machines or computerized technology.
Securily card - swipe to getl in to warehouse. Security card records Hme |
arrive/ leave.

Do you work in a team? Team/ quys empty trucks by end of shift,
Arrange breaks so there's always someone working.
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Continued...

Interview Questions
page 2

What do you think are the most important skills for you to be
successful at your job?

Lift heavy boxes up to 60 Ibs. No A/C — impl o drink waler, pace yourself
so not too tired when hol. " boxes marked Fragile don’t break
anything in box.

What 1s an ordinary day at work like for you?

Get to parking lot 15 minutes before shift starts. Go into warehouse
through traller, swipe security card. Then. supervisor = which trucks o
work on. | do my shiff. At end, swipe card out, leave trailer,

Are these things important in your job?

Being on time. Five minutes late? Stay later to make up.

Working with others. Have to work together, so if | need help | want
the cthers 10 be there for me.

Dressing according to what the job requires. Really hot in trucks =
wear clothes that can get dirty and keep cool. Protect feel with safety
shoes, Noisy in warehouse from frucks, fans, convevor bells, remember
sarplugs.

Volunteering for other tasks. No.

Does your job pay fairly? More than some because hol, heavy, and
most work at night. My shift = 9:00 tilt 1:00. Afler couple days found out if
work directly for company instead of empl. agency, 5% more @ hour,

10.

How did you get your job? Went to empl. agency - friend told me.

11.

Do you have any advice for people who’d like a job like yours?

Work direct, not employment agency.
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=~ What do you think?

Do you use your own abbreviations as you listen and take notes?

What are some of your abbreviations?

Can you figure out all of the abbreviations in the interview?
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Warehouse interview example 2

Interview Questions
page 1

1. | What 1s your job?

P work for a courier company.

2. | Did you need special training for your job? No.

3. | Where did you get the training?

Doesn't apply.

4. | What are some of your duties at work?

P unioad heavy packages off a frailer onto six conveyor belts. | have o sort
packages and put them on the rigni conveyor belt,

5. | Which duties involve...

Reading. | have to know WHMIS symbols. The symbols tell me a
package contains dangerous matenals; | have to call someone else o
handie it. If 2 box is marked Fragile, | have {0 put it in a special place,
with the right side up. | have to read the work schadule 10 make sure |
come in al the right times.

Writing. ! dor't write anvthing at work,

Math. | have to read the weight in pounds and kilos on the boxes. | have
o figure oul what's {oo heavy fo pick up. | add up my hours and multiply

my hourly rate to check my paycheque.

Machines or computerized technology. | have to remember to bring my
security card with me and swipe it to get in 1o the warehouse. The
security card records the time | arrive and leave.

Do you work in a team? i work in a team of guys who have to empty the
frucks by the end of the shift. We arrange breaks so there’s always

someone working.
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Continued...

Interview Questions
page 2

What do you think are the most important skills for you to be

successful at your job? You have o be able {o ift heavy boxes up to 60
pounds. The trucks aren't air conditioned so0 you have o remember 0
drink waler, and pace yoursell so you don't gel too lired when it's hol,
You have 0 be careful with boxes marked Fragile so you don't break
anything in the box.

What is an ordinary day at work like for you? | get to the parking ot
about 15 minutes before my shift starts. You have 1o go into the
warehouse through a trailer where you swipe your security card. When
vou get in, a suparvisor tells you which trucks vou're going to work on. |
do my shift, Atthe end, | swipe my card out and leave the trailer,

Are these things important in your job?

Being on time. if I'm late even 5 minutes, | have to stay later to make it up.

Working with others. We all have to work together, so if | need heip |
want the others to be there for me.

Dressing according to what the job requires. it's really hot in the
frucks so vou nead (o wear clothes that can get dirly and keep vou cool,
You need o protect your feet with safely shoes. I's noisy in the
warehouse from the trucks, the fans, and the conveyor bells, so you
have o remember to put earplugs in.

Volunteering for other tasks. There's nothing to volunteer for.

Does your job pay fairly? It pays more than some because it's hot,
heavy work and most of the work is at night, Twork from 9:00 6l 1:00. After
a couple of days ound out that i you work directly for the company
instead of for an employment agency, you make 5% more an hour,

10.

How did you get your job? | went to an employment agency my friend
told me about.

11.

Do you have any advice for people who’d like a job like yours? Waork
for the company, not for an employment agency.
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G
i
= What do you think?

Did you notice sometimes this worker just said no in answer to a

question?
Do you think you could get more information from him?

What would you do or say to persuade him to talk more?
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\f ACTIVITY 4 sharing the interviews

Instructions

When you have collected some interviews, share the answers either with
the others in your group or with your tutor. Find out these things from

your interviews:

How many people said that being on time was important?

How many people said that dressing according to what the job requires

was Important?

How many people said that having a positive attitude was important?
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Notes
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In this unit you learned how to organize information in alphabetical

order.

You started to make files to save information about work.
You began to set employment goals.

You read an interview with a worker.

You collected information about jobs by interviewing people.

What do you think?

What is the most important thing you learned in this unit?
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In Unit 2 you will read about three people who have different interests
and different skills. Each of them tries out their skills at a different kind

of work.

As you read about them, think about what kind of work you could be
good at.

Think about what kinds of jobs match your interests and skills.
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How do people know what kind of job they could
be good at?

Most people think that they can be good at some jobs but not good at
other jobs. They may think that because they have had good or bad

experiences with certain kinds of work — at school or on the job.

You can learn new things at different times in your life. You may find it
is easier to learn certain skills on the job than in school. You can learn
the writing skills that will help
you get training opportunities.
You may now be ready to do
things that you weren’t ready

for when you were in school.

For example, some people who
say they couldn’t understand
percentages in math class often
understand perfectly when they
see a sale sign that says 30%
off. Many people find it easier
to write when no one is going to

mark their work.
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You can learn what kinds of jobs you might be good at by thinking about
your interests and skills. As you set employment goals for yourself, try to

keep an open mind about what job may be good for you.

T

BN

£ What do you think?

Is there something that was easier for you to learn at work or at

home than at school?
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Tara’s story

She likes to be with people. Her friends
often call her to talk about their problems.

When someone is having a hard time,

Tara is the first one to help.

She can talk with anyone and seems to

know the right thing to say.

Tara can always make someone laugh and

feel better. She loves meeting new people.

She loves going shopping at busy malls.

S What do you think?
Are you like Tara?
Do you know anyone who is like Tara?
What qualities does Tara have that will help her at work?

What kind of work do you think she might be good at?
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Doug’s story

Doug is very organized. He keeps his bills
and other important papers in a filing

cabinet.

Every Saturday, Doug spends time on the
computer at the library. He would rather

email his friends than speak on the phone.

Doug likes to look at things on the Internet.
He knows about all the teams in the

National Hockey League.

His friends say Doug really knows a lot. Doug says he just likes

information.

2"~ What do you think?
Are you like Doug?
Do you know anyone who is like Doug?
What qualities does Doug have that will help him at work?

What kind of work do you think he might be good at?
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Anya’s story

This is Anya. Anya loved to watch her father

work on his car when she was growing up.

By the time Anya was 12, she could change a
tire. Anya could use an electric drill as well

as her older brothers.

She still likes everything about motors. She

likes to see how things work.

She doesn’t like to learn about things by

reading. Anya likes to learn by trying things

herself or by watching someone else.

=" What do you think?

Are you like Anya?

Do you know anyone who is like Anya?

What qualities does Anya have that will help her at work?

What kind of work do you think she might be good at?
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Transferable skills — you’ve got them too!

If you already use a computer you have important skills.
e How do you like to use a computer?

¢ Do you play computer games?

Using a computer is another way to learn new things. If you don’t use a

computer yet, you will learn a lot by visiting the on-line activities.

Many jobs now use computers to do tasks. When you are at work, you

will need to use a computer, even in jobs when you don’t expect to.

What do you think?

Where have you seen people using computers in new ways on the

job? Were you surprised?

On the next page you will read about Skills at Work on-line

activities.

Learn more on-line

Maybe you're like Doug and you like using the computer. Maybe you
aren’t as experienced as Doug, but you'd like to try to use the computer

to learn more as you work through these books.
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Every worker now has to handle information and deal with technology.
These are an important part of all workplaces — whether you work with
people, things, or information. Whether you work in an auto repair shop,

a coffee shop, a hotel, or a factory, you will use different kinds of

technology.
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Take some time now to look at the Skills at Work on-line activities.
Listen to the audio and read the screens as you work through the

activities.

You'll find Skills at Work on-line activities on the AlphaRoute Web site.

Go to http:/alpharoute.alphaplus.ca and choose English.

You can practise your skills on everyday machines, like the telephone
and the calculator, the way they are used at work. You will also learn

how machines like these are used at work:

1. Photocopier
2. Fax machine
3. ATM (automatic teller machine)

4. Interac machine

Listen to the introduction. Then choose a tool from the Tooikit. Decide
how much time you want to spend on-line, and then come back to this

workbook.

In this unit you read about how three people’s interests and skills helped

them choose jobs.
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You had a chance to look at the Skills at Work on-line activities.

5%%3
335”‘)) What do you think?

What is the most important thing you learned in this unit?
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What kind of job would you be good at?

Think about the interests you already have.

Think about your skills and how to get new skills.

Think about things you have already learned.

£ What do you think?
What kinds of things are you already good at?
What would your friends say you are good at?

What kinds of work have you done in the past? Think of work you

have done at a job, at home, or with friends and neighbours.

What part of your work did you like the best?

Skills at Work, Workbook 1 — 75




Unit 3 — Working on self-assessment

Would you like a job
where you work with things?

Look at this list of

activities. Things

Put a check in the box if Q 1 like playing video games.

1t 1s something you are

good at, something you O | like making things with my hands.

like to do, or something
_ O | like fixing things.
you would like to do.

If you checked most of O | am good with tools and

these boxes you might be equipment.
good at a job working U | like to garden and make things
with things.

grow.

O I'd rather make something than

read something.
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Would you like a job
where you work with people?

Look at this list of

activities. People

Put a check in the box if Q |like being a leader in a group.

1t 1s something you are
o00d at, something you O | love talking with people.

like to d thi
ike to do, or something Q | like to meet new people.

you would like to do.

O | like being part of a team.
If you checked most of

these boxes, you might O | go out of my way to help others.

be good at a job working

with people. L Taking care of people makes me
feel good.

O | find it easy to get people to follow

my plans.
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Would you like a job

where you work with information?

Look at this list of

activities.

Put a check in the box if
1t 1s something you are
good at, something you
like to do, or something

you would like to do.

If you checked most of
these boxes you might be
good at a job working

with information.

Information

| can add up numbers in my head.

| keep lists of my favourite teams’

scores and standings.

| know the words to all the latest

music.

| like to solve problems and puzzles.

| like to express my ideas in writing,

music, or art.

| try things out to see what works.

| like to look at newspapers and

magazines.

| like doing things on paper.
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G
i
= What do you think?

Check the box next to the kind of job you want.
U Working with people

O Working with things

O Working with information

Why would this kind of job suit you?
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What kind of workplace will work best for you?

Put a check mark next to the statements about work that are most
1mportant to you.

v v

I want to work close to I want to work alone

home

Location doesn’t matter I prefer to work on a team

to me

I want to work in an I don’t mind extreme

office, because it's a clean conditions — either very cold

environment (like a freezer) or very hot
(like in a kitchen)

I want outside work I'd like to find work at night

I want inside work I'd like to work on the
weekend

I'd like shift work I need regular day work

I prefer full time work I want to wear casual
clothes, or a uniform to work

I prefer part time work I want to “dress up” for work

Why are these things important to you? Are you flexible about any of

them? What else 1s important to you about a job?

Keep these preferences in mind as you learn more about jobs.
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The telephone book — a good resource

Your local White Pages telephone book can be a great help when you

need to find information about what’s available in your community.
The White Pages contain three kinds of useful information.

1. Home phone numbers and addresses — at the front

¢ You'll find your own home phone number here

2. Government Blue Pages — in the middle

¢ You will find information about services, like OHIP, parks and
recreation, volunteering, and food banks in this section

3. Business pages — at the end

e This section contains the listings that are not residential and not
government,

e This is the section to look in for names of businesses in your
community.
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Alphabetical order and the phone book

Use what you learned about alphabetical order in Unit 1 to find what
you are looking for. If the agency you are looking for is Goodwill
Industries, you know that G is close to the middle of the alphabet, so the
listing for Goodwill Industries 1s close to the middle of the business

pages of the book.

This kind of reading is called scanning. You already know what you are
looking for, and you are scanning the phone book for it. You also scan
when you look for your favourite team’s scores in the newspaper or when
you are looking for a company name on a sign on the main floor of a

building.

"2 What do you think?

Can you think of other times when you would scan to find

information?
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«/ ACTIVITY 5 Using the telephone book — Blue pages

Instructions

Use the Blue Pages of your telephone book to find a listing for a

volunteer organization in your area.

Write the information here:

¢ Name of the organization:

e Telephone number:

¢ Address:

LT

2 What do you think?

Can you add this contact information to a file you have begun?

Which file does it belong in?
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Notes
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i
/

\f ACTIVITY 6 using the telephone book — Business pages

Instructions

Use the business pages to find a listing for a company you might be

interested in:

Write the information here:

¢ Name of the business:

e Telephone number:

¢ Address:

2 What do you think?

Can you add this contact information to a file you have begun?

Which file does it belong in?
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e,

N
«/ ACTIVITY 7 Using the telephone book — Blue pages

Instructions

Use the Blue Pages to find a listing for an employment training centre in

your area. Look under employment or training.

Write the information here:

¢ Name of the employment training centre in your area:

e Telephone number:

¢ Address:

LT

2 What do you think?

Can you add this contact information to a file you have begun?

Which file does it belong in?
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Finding information in the Yellow Pages
of the telephone book

One of the tools that can help you when you are ready to look for a job is
the Yellow Pages. Your town, city, or region may have separate Yellow

Pages, or they may be at the back of your White Pages.

White Pages — Yellow Pages, what’s the difference?

If you know a person’s name or the name of a company, and you need
their telephone number, you look for it in the White Pages. But, if you
are looking for a list of companies that provide a certain kind of service
and you don’t know their names, the Yellow Pages is the right place to

look.

As you begin to look for work, one of the other things you can find by
looking in the Yellow Pages is where to apply for the work you want to

get.

Businesses pay to have a listing in the Yellow Pages. They buy ads to get
your attention. Businesses describe their products or services in their

ads.

When you read through the Yellow Pages, look at the headings for the
kinds of places you would like to work. You can learn a lot about the

kind of work that is available where you live.
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Yellow Pages
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White Pages
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Guide words, headings, listings

One way to find a company in the Yellow Pages is to look up the thing
that they sell, like plants. When you look at a page in the Yellow Pages,
you will see the “things” that are sold in larger, darker letters. These are
headings. The word Plants appears above all the telephone listings for
the places that sell plants.

At the top of each page is a word to guide you to what you are looking
for. This guide word tells you the first word on the page. Guide words
are listed alphabetically in the Yellow Pages. On a page where the guide
word Automobile is at the top, the first heading on the page is
Automobile. Other headings on the page appear in alphabetical order

after the first one.

You will find lists of company names under the headings. Places that
offer the same service appear under one heading. For example, places
that fix cars appear under the heading Automobile Repair. The list of
company names is also in alphabetical order. You will find the address

and telephone number for each company in the list.
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Working with headings

Sometimes you want to use the Yellow Pages, but you don’t know which
heading to look for. Let’s say you are good at repairing small appliances.
You want to find the names of the companies where you could apply for

work. What heading will you look for? Repair? Appliances? Toaster?

Take a guess. If you don’t find the information the first time, try again.

In the Toronto Yellow Pages, there is no listing for Repair or for Toaster.
But there are several headings for Appliances, including, Appliances,
Major — Sales and Service, Appliances, Repair and Service, and
Appliances, Small — Repair and Service. Often one heading will tell you

to look in another place.

What do you think?

Think of a job you might be interested in. What words do you
think will help you find the companies that have that kind of job?
Use the Yellow Pages to find the addresses and telephone
numbers of those companies. Write the name of the companies and

their contact information in your address book.
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Checking up
In this unit you looked at your interests and skills.

You filled out three checklists to help you decide what kind of work you

prefer.
You answered questions about the kind of place you would like to work.

You used the different sections of the White Pages telephone book to find

information.

You used the Yellow Pages telephone book to find information.

What do you think?

Are your answers the same as other people — your family, friends,
or other people you know? Who has the same skills or interests

that you do?

What is the most important thing you learned in this unit?
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For more practice...

Would you like to think about skills and interests a little more before
moving on to the next unit? Here are some things you can do:

¢ Make a list of things you enjoy doing or things you are interested
in trying. Remember to list the things you are good at.

e Think about different kinds of jobs that would allow you to do some
of these things.

For example,
Ryan loves working with flowers.

He succeeded in getting a job in a
sreenhouse. You'll learn more about him

in Workbook 2.
You like cooking. Where could you cook?

You like making things with tools.
Where could you work at that?

You like animals. Where could you work

at that?

You like helping older people. Where could you work at that?
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Are your skills and interests enough to get a good job?

Some people get hired because at a job interview they can show that

they have the most important skills for the job.

They and their employer sometimes find out later that the skills they

have are not all they need to do a good job at work.

Many people attend classes to keep
learning what they need to know. They
may have the chance to do this at work,

or they may do it on their own time.

In the next few pages, you will read
more about the three people — Tara,
Anya, and Doug — whose stories you

read in Unit 2. Each one of them really

wanted to work in the job they found.
But, as they learned more about the job, they realized they needed more

training to be comfortable in the job or to keep the job.
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Tara’s story

People always say I am
good with people. I guess I
have good people skills.
My friends say I could get
a job working with people

anywhere.

It was not hard for me to get a job selling

clothes. I am friendly and outgoing. I like to

talk with people. I like to wear nice clothes.

& What do you think?

What else do you think Tara needs to be able to do to get and keep

the job she wants?
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Tara’s story continued

On the job I had to write out instructions and leave messages. My

spelling is not good.

I had trouble writing
things at work. I had
trouble making change

using the cash register.

I learned that just
having people skills was

not enough to be a

success at work.

&£ What do you think?
What do you think Tara should do now?

Have you ever been in a situation like this? Share your story with

others in your group. Write your story.
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Anya’s story

My brothers tease me all the
time because I like to work on

cars.

They said I should get a job at
Mr Lube.

That way I could work on cars

all day long.

What was so funny about that?

When I went for a job interview at Mr Lube, they were surprised that I

knew so much about cars.

I showed them I could change the oil, check the plugs, and check the
fluid levels.
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They said I could have a job at Mr Lube on probation.

“On probation” means that the employer gets to see how you work before

you get hired for sure.

Sl

S What do you think?

her job?

What else do you think Anya needs to be able to do to keep
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Anya’s story continued

I ran into trouble on the first day. I had to find information on the

computer.

I had to read about which products you use with different cars. 1 had to

read labels and explain the information to customers.

I am not a very fast
reader. I was nervous so
I got prices mixed up
and my reading was

even slower.

People do not like to wait
while you find things.
The boss told me he

thought I was good with cars but I needed to get better at reading before

they would hire me.

What do you think?

Do you know anyone else who has had a job “on probation”? Did

they pass their probation?

102 — Skills at Work, Workbook 1



Unit 4 — Reaching vour goal

Are your interests all you need
to get a good job?

Being interested in something can sometimes help you decide on the

kind of job you would like to get.

To be good at any job though, people need to have many other skills too.
Anya didn’t know that she would have to use a computer in her job as a
mechanic. In her job working with things she also had to work with
information. In Tara’s job working with people, she had to work with

information too.

Being interested in something may not be all you need to be good at a

job.

What do you think?

Have you ever had a job where you were surprised at the things

you had to do? What was the job and what were the surprises?
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e,

=N
«/ ACTIVITY 8 Before you read about Doug

Instructions

Look at the photograph of Doug. Doug has an interest in computers. As
you look at Doug’s photo, think about what you think it means to work

with computers.

Over the next two pages you will read about what happened when Doug

went to look for work.

Think about these questions before you read Doug’s story. Talk about

them with your instructor.

1. Where do you think Doug should work?

2. What are Doug’s interests and skills?
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Doug’s story

Last week I saw that Radio
Shack was going to hire new

employees with computer skills.

I thought that might be a good
job for me. I'm very interested
in computers. I liked the idea of
working with computers and

getting paid for it.

I went to the store to pick up an

application form. When I got to

the store, I could see Radio

Shack was having a big sale.

The store was full of people.
There was a long line up of

people waiting to pay for things.
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=~ What do you think?

What kind of math skills will Doug have to use if he gets this job?

When will Doug have to talk to people if he gets the job?
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Doug’s story continued

One customer was talking with the sales clerk about the price of a video
game. She said that she found it on the sale table so she wanted to get it

at the sale price.

I could hear the sales clerk explaining that it was not one of the games

on sale.

I began to think about what this kind of job would be like for me. I know

I am good with computers but would I be able to talk with customers?

I'm not really very good at talking with people at all. Maybe this was not
the job for me.

=~ What do you think?

If you were the customer, what would you want the sales clerk to

tell you?

Do you think Doug can learn to do that?
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e,

%3%“
\f ACTIVITY 9 Decide what you like

Instructions

1. Make a list of things you enjoy doing or things you are interested in

trying. Remember to list the things you are good at.

2. Look at your list again. Ask yourself, “What is it that I like so much

about these things? Talk about your ideas with your instructor.

3. Think about the different kinds of jobs that would allow you to do

some of these things.

If you have already made lists of your interests and skills, ask yourself

the following questions and talk with your instructor about your ideas.

2 What do you think?

What kinds of things might be difficult for you in the job you are

interested in?

What else would you have to learn in order to be ready for the job?
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Getting Job Ready

Tara, Anya, and Doug learned that having interests or skills in one area

was not all they needed to choose a job or to be successful at work.
Knowing about your interests and skills is just the first step.

The next steps involve deciding what else you need to learn. You also
need to be active about finding information about training and about

jobs. You need and use many skills as you get ready for work.

The skills Tara, Anya, and Doug need are necessary for any job. They
have to get the skills they need so they can read, write, talk to others,

and do math at work.

A Job Readiness Chart can help you think about what skills you want to

work on in order to be job ready.

You'll see a sample on the next page.

AT e,

{2
"=~ What do you think?

Are you ready to start using the information in your files?
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A sample Job Readiness Chart

JOB READINESS CHART

Name:
Date:
Interests:
Employment Goal:
Skills you already have Skills you need to work on
You can see on this side there is a place to On this side there is a place for the skills
show the job skills you already have. you need to work on.
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Tara’s Job Readiness Chart

Think about what you know about Tara. Look at Tara’s chart.

This is how she filled in her job readiness chart.

JOB READINESS CHART

Name: Tarsa

Date:
Interests:
Talk with people
MNice clothes
Help peonle solve problems
Employment Goal:
to get a iob selling clothes
Skills you already have Skills you need to work on
o {ood with people s Fill in evedit card forms
»  Talk with people I don't koow #  Write out instructions with good spelling
e Help people make decisions e Leave messages for other people
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G
i
= What do you think?

What information do you need to collect to start to work on your

Job Readiness Chart?
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Your Job Readiness Chart

You have been thinking about your interests and your skills.

You may already have an idea about a job you would like to get.

Each section of the Job Readiness Chart appears on a separate page in

the next few pages. Start by filling in some basic personal information.

Fill in the second section of the chart when you have decided on your
employment goal. Ask people to tell you what they think are the skills
you already have. Add more skills based on what you know about

yourself.

The third section of the chart is about the skills you need to work on.
You may know already what general skills you need. Now it’s time to
really start to connect your employment goal to specific skills you need

for work.
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How will you find out what skills you need for work?

Every job 1s different, but many jobs require similar essential skills. To
find out what you need to know for your job goal, you need to talk to
people who have the same job, read newspaper ads, and use what you

already know.

As you work in this book, you are collecting a lot of information about

getting ready for work. You have figured out a way that works for you, to
organize and keep track of the information. Skills at Work calls these
files, but you may have put your information in envelopes, you may be
using paper clips to separate the different kinds of information, or you
may be doing something else. You have put information about yourself,

about jobs, and about companies in the files.
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One of the files you set up 1s for the interviews you did with different
workers. Now that you have your system organized, you can use the
information in different ways. Here’s one way: You can scan through
your interviews to find what people told you about job requirements. You
don’t need to read through every interview, you just need to look at the
name of the job, question 2 about special training, question 5 about job

duties, and question 6 about the most important skills.

You will continue to collect information for the files as you continue in

this workbook and in Skills at Work Workbook 2.

What do you think?

Do you have the skills to start working at a job you want? Is this
information in your Interviews file? Can you compare the job
requirements to your current skills? Can you identify skills you

still need?

Skills at Work, Workbook 1 — 119



Unit 4 — Reaching your goal

120 — Skills at Work, Workbook 1



Unit 4 — Reaching vour goal

e,

.
=/ ACTIVITY 10 Job Readiness Chart — Personal information

Instructions

Start your own Job Readiness Chart by filling out the Personal

Information section.

JOB READINESS CHART
Name:
Date:

Interests:

What do you think?

What other forms ask you for this kind of personal information?

What other kinds of information are personal?
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e,

N
«/ ACTIVITY 11 Job Readiness Chart — Employment Goal

Instructions

The next section on the form is your Employment Goal. If you already
have an employment goal, fill it in on the form below. Your employment

goal 1s the specific job you're looking for.

If you don’t have an employment goal yet, or if your goal is just to get a

job, leave this section of the form blank.

Return to this section when you have selected an employment goal.

Employment Goal:
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e,

.
=/ ACTIVITY 12 Job Readiness Chart — Skills section

Instructions
In this section of the form, identify the skills you already have. This is
also the place to list the skills you need to work on.

Fill in these two sections as you talk to others about yourself, and as you

finish your employment interviews, and read job ads.

Some examples have been written in to start you off.

Skills you already have Skills you need to work on

e Computer skills - games o Math skills — fractions, per cents
e Math skills — measurement ¢  Writing — organizing ideas

e Good problem solver e Reading — newspaper

¢ Speaking and listening — being comfortable
asking questions

e Computer skills — email, Internet
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o

.
=~/ ACTIVITY 13 Job Readiness Chart — the whole chart

Instructions

When you have completed each section of the chart, copy all the

information onto this form.

JOB READINESS CHART

Name:
Date:
Interests:
Employment Goal:
Skills you already have Skills you need to work on

Keep this chart up to date. Make a new one and date it whenever you

want to record changes.
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Work skills and habits

There are other skills that people use in day-to-day life that are very
1mportant at work.

These skills are things like how people use their time effectively, finish
work they start, and how well they work in teams with other people.

As you work through these materials, you will learn more about these
kinds of skills.
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G-
=~ What do you think?

Were you on time today for your class? This is time

management.

Have you added information to your files as you went through the

units? This is finishing what you started.

Can you find what you need (telephone numbers, equipment,
medicine) when there’s an emergency? This is organizing

information.

Do you work well with other people in your class? This is

teamwork.

If you answered yes to these questions, that’s great! If you
answered no to these questions, you might want to begin to work
on these items. They are important for your class and for any job

you have.
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Filling out the first Work Skills chart

Put a check mark on the left to show the work skills you used as you

worked through Unit 4.

Put a checkmark on the right to show the work skills you know you

would like to work more on.

v | Work Skills

I want to work
more on this

I did the work in this unit in order and did one
task at a time until I finished.

I followed directions.

I arrive at class on time. If I am going to be
late, I call in.

When I worked on-line, I decided ahead of time
how much time to spend. I stuck to it.

I worked with other members of a team to do a
job.

"=~ What do you think?

Can you develop these work skills as you work in this book?

What other work skills do you think you need to develop?
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Checking up
In this unit you read about three people who want to work.
You filled in these three sections of a Job Readiness Chart:

¢ Personal information
¢ Employment goal

e Skills you have and skills you need

You used information from the files you are keeping. You began to

identify work skills.

In Unit 5 you will explore different ways to get the skills you need to

reach your employment goal.

What do you think?

What is the most important thing you learned in this unit?
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Sometimes people worry about going to work.

They ask themselves, “How will I know what to do when I get to work?

What if I don’t know how to do what the boss wants?

What if I can’t do the job?”

There are many ways for people to learn what they need in order to do a

good job at work.

As you complete the
activities and learning in
Skills at Work you will learn
the answers to these

questions.

Skills at Work, Workbook 1 — 135



Unit 5 — Training for work

Before you get a job
Before you get a job you can do these things to get ready:

1. Upgrading

o Improve your reading, writing, and math skills before you start
looking for work. You can do this at the upgrading program you
attend. You probably want to find out how these skills are used in
the workplace.

2. Special training courses

¢ You can go to skills training courses. Woodworking or forklift
training are examples of these courses.

3. Unpaid work

¢ You can do unpaid work for experience. You could be a driver or a
runner for Meals on Wheels, or you could help sort food for the food
bank.

e

.23
"=~ What do you think?

What do you want to do in this program to help you get ready for

work?

Are you ready to start a Training or Unpaid work file?
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Learning with a skills training program

For some jobs, employers expect job applicants to take a skills training

course before they come looking for a job.

In skills training courses, people read information, listen to trainers, and
watch people show them how to use equipment or do the tasks they will

be doing at work.

They have time to practise and get good at the skills they will need when
they get the job.

Many skills training programs are free.

One way to find out more about skills training programs is to visit your
local Canada Employment office. Look up Employment in the Blue
Pages of your telephone book. The Blue Pages list government services

and offices.

What do you think?

What are some other ways you could find out about skills training

programs? Which programs do you already know about?
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Unpaid work

There are many different
chances and reasons to

work without pay.

Unpaid co-op or field placements

Many community and college training
programs require students to take part in an
unpaid job placement. A job placement gives
you a chance to try out your skills in a real

workplace.
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Volunteering

You may not be ready or able to look for paid
work. Communities often have a volunteer
centre where you can find out what kinds of

volunteer contribution you can make.

Job shadowing

If you have a chance to
job shadow you will
usually spend a day at a
business, non-profit
organization, or
government agency
watching one or more

employees. The

employees are called

hosts.
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Informal unpaid work

People sometimes can work out an
arrangement with someone they know to try
out some work. It might be something like
babysitting, home repair, or yard

maintenance.

Some workplaces ask people to work for free
for a few days — to try them out to see if they
are right for the job. Restaurants often do

this.
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!

f’ ¥ e,

= What do you think?

Have you ever done unpaid work for anyone? Write about it and

put your writing in your Unpaid work file.

Tell about... e Where you worked and what you did
e How you felt working without pay
e [fyou felt like part of the rest of the team
e What you learned as you worked

e If the unpaid work led to a paid job
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A job placement is good because...

You get the chance to try out your skills and see a specific job for

yourself. You will improve your skills by using them in a real workplace.
When you have finished, you have job experience.

At the end you know more about whether the job is what you are looking

for.

A placement gives you a chance to network with people who may have

ideas for jobs for you.

A job placement is hard because...

The employer expects you to work alongside employees who are getting

paid but you are not getting paid.

A job placement is often hard work — you’ll find out how hard the job is
going to be.

Not all job placements result in a paid job.
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Geig
=~ What do you think?

¥ M,

What is the best thing about a job placement? What is the

worst thing?
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Job placement in a busy kitchen

Lorna was a student in a kitchen training program. As part of her
training, she had the chance to take part in a six-week job placement in

a kitchen preparing meals for Meals on Wheels.

Lorna was often late for class, so her instructors were worried that she
would also be late for the work placement. The chef who ran the kitchen
told the students that they had to be dressed in their uniforms and in
the kitchen by 7:00 every morning. They needed the early start so they

would get all their work done in time to deliver the meals.

Every day Lorna worked in a team to cook a different part of the meal.
She learned new meat or fish dishes some days, new desserts some days,
and new soups some days. She learned by watching the chef. If she had a
question, she could ask the other kitchen staff on her team. She had to
finish her part of the meal on time every day — or the meals would be

late.

Lorna was never late for her work placement. If she thought she would

be slow with her part of the meal, she got help from her team.
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=~ What do you think?

What do you think would have happened if Lorna had been late

for the work placement?
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Volunteering

When you volunteer, you work but you don’t get paid for it.

When you volunteer, you make connections with people who may know

where to find jobs, or who may have ideas about jobs for you.

You practise your skills, and get experience and work history that you
can put on a resume or in a cover letter when you apply for paid jobs.

You get to see what different jobs are like.

You use and learn work skills like these:

1. Work on teams

2. Be responsible and committed to the job
3. Read, write, do math, use technology

4. Communicate with others

5. Solve problems

You'll also contribute to your community in a valuable way.
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e 3
5 |
& What do you think?
Do you have a volunteer experience you can share with others? Do

you know the telephone for your local volunteer centre? Do you

know where to find the number?
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Volunteering in a warehouse

Chris volunteers for a group that sells boxes of fresh fruit and vegetables
to people. She works for seven hours twice a month in a warehouse. She
weighs food using electronic scales and packs the food in boxes. Chris
stands up and moves around to do her job. In the fall and winter it is

cold in the warehouse, so she wears boots and a coat as she works.

Food arrives at the warehouse in very large containers. Volunteers like
Chris work in groups to weigh and measure each kind of food carefully
so there is enough food for all the orders. There are usually about ten

different items in each box.

In the fall, apples arrive in huge crates. Each order will get five pounds
of apples. The volunteers use scales to weigh five pounds of apples.
Sometimes they weigh out exact amounts of apples. Other times, they
count the number of apples in the bag that has been weighed and put

the same number of apples in all the bags.

The boxes of food travel along a conveyor belt to each volunteer. The
volunteers have to work together to make sure that hard food like apples
and potatoes go on the bottom of the box, and soft food like tomatoes go

on the top.
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In this volunteer job, Chris learned how to use electronic scales. She
learned to wear the right clothes for this job. This job helped her work
better in a team. She also found out that she likes to work in an active

job, not sitting at a desk.

~ What do you think?

s

<&

Do you know anyone who has volunteered in your community?
What did they learn in their volunteer job? What would you like to

learn in a volunteer job?
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Job shadowing

If you have the chance to job shadow, you don’t do the work — you watch
someone working. Job shadowing gives you the chance to do these

things:

1. See a workplace you might not know
Gain an understanding of what workers do on the job

Identify how your classroom learning links to work requirements

AW

. Ask questions like these: How did you get your job? or, what kind of
skills or training do you need to do this job?

= What do you think?

What questions would you ask your host if you were job

shadowing?
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The forms you’ll have to fill out

When you apply for a skills training program, a co-op placement, or a
volunteer position, you will almost always be asked to fill out an

application form.
You have to fill out a lot of forms in your day-to-day life.

When you have to fill out a form, here are some questions you can ask:

1. Who can help me fill out this form?
What is this form for?

Where do I sign my name?

-

Can I take the form home to fill it in?

What do you think?

What other questions could you ask when you have to fill out a

form?
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e,

%3%“
\f ACTIVITY 14 Filling out a form

Instructions

Many forms ask for the same information. Practise writing this

information so you can fill out all kinds of forms.

Name

Home address, including postal code

Signature

Person to contact in case of an emergency

The form may be on paper, and youll fill it out with a pen, or you may be

asked to fill out the application on-line.
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Notes
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i
= What do you think?

Here i1s a volunteer application form. Do you see any volunteer

jobs that interest you on the form?
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I Upoer Thames Hiver ) :
UPPERmAMES RIVER ¢ reation ?atﬁamﬂ\f vg Iunteer A p!ica ion

Form

Brate:
Kame: Pryor: Hy i
Address
Emargency Sontact Phone: Hi lih

SKILLS & INTERESTS

EDUCATIOMAL BACKGRIVIND

TEMES AVAILABLE TO VOLUNTEER

Ffesegy ke (ol Sure i oo peadle ao s e apibinide i gy o s B i,

LOCATION PREFERRED: O Fanshawe {Lownddon ares)
(] welswood (St Marys area)
(] Pitock jWoadstack area)

Piomee st v personsd referances hat we can cordact by phore,

Mae: P Hatatonahip:

MNarme: Fhane:

FHeegig SUBR eVEr L
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I Lo Themes Aiver ® %
ﬁnnseda‘tm ifmﬁwm’f VO‘ u nteer Applicat!an

Form {(con™)

Hars soo some exampies of volustesr work availsbis at the Upper Tharmes Biver Conssreation Authaety, Which of thesa ars of

frberest you?

Tree Faaning

Tralf Maintenancs
Bioenilineening
Clerizad

Education Programs
Eronitasing

Meaging
Campgroundd Cleanug
Bicat Dhocks

Fark Maintenance {Clesning, pedrting, carpertry, gleclicd, dumbing;

o ooooodoogod

Cither

Flecuse potvrs somglesed volumiver appfioasom

Upper Thames River Conservation Authorily
1424 Clarke Road
London, ON MSY 8BS

Aftention: Human Resources

of Fax to {818) 4511188

e B iseiar vk T cabuaiid sk S ity of B U
athites aboul his sosction of parsemed nfeereafine shoed be dirg
SR, 4B 2800

i dsthanittes Aol Sackon
Y st Mmraggnd, Lo

e M Cpesmraiion
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Learning after you get the job

When you get a job, it is up to your employer to show you what you need

to know so you can carry out all your job tasks.

Sometimes you receive “orientation” and job training for a few days after

you get hired.

As part of orientation, you may receive manuals that tell you what to do

and what not to do at work.

You listen to people tell you how to do the job and watch people show you
how different things work.

"> What do you think?

What do you think you need to know fast when you start a new
job? What would you do if you didn’t find those things out in your

orientation?
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Orientation at a provincial park

Jeff got a job as a cleaner at a provincial park. The job started just as the
summer season started, so a lot of new people were hired at the same
time.

Before the new employees started their jobs, they all attended an
orientation session to learn about these things:

1. Health and safety rules

Union information

The park’s customer service attitude

Location of the lunchroom and lockers

How to hand in their work hours for payroll

How to have their pay directly deposited in their bank account

How to get fitted for a uniform

® N> o R w N

. The new employees all left the orientation with a training manual.

o
< ﬁﬁ?}

o What do you think?

Have you ever attended this kind of orientation for new

employees?
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On-the-job training

Some jobs offer on-the-job training. If you get on-the-job training, you
start working at your new job right away. A trainer stays with you and

watches as you work.

Trainers stay with you until you can do the work on your own.

T e T

e an
L

S What do you think?

What kind of jobs do you think would offer on-the-job training?
Which kind of jobs wouldn’t have on-the-job training?
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On-the-job training in a small business

Zahra has a small woodworking
business. She designs and makes
wooden cutting boards, benches, and
planters. She needs to hire someone to
help her fill orders. She will look for a
helper who already knows how to handle
machinery like saws, planes, and

routers.

She plans to give on-the-job training to
the helper about what the finished
products have to look like. She will give

training on special equipment or
materials that she uses. She will cover safety regulations about the
speclal equipment. She will make sure that the helper knows how to
answer the phone, talk to customers about the product, and take orders

they can fill.

Zahra will stay with the helper until she is confident that the helper
knows how to do the work safely and in the way she expects it for her

customers.
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3
=~ What do you think?

3 e
"“‘%ﬁ 3

What if Zahra’s business is catering or cleaning? What could the

on-the-job training cover?
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Check|ng up

In this unit you learned about different ways to get training and

experience before and after you get a job.
You read stories about workers who received different kinds of training.

You practised filling out forms for training programs and volunteer

positions.

You located information from your files and organized information in

your files.

What do you think?

What is the most important thing you learned in this unit?
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For more practice...

Would you like to think more about being ready for work before going on
to the next workbook? Try these activities with your instructor, tutor or

a partner: Write your ideas down if you wish.

e How did you learn what to do at any job you have had?

e What kind of training did you get?

¢ Do you think your training made a difference to your work?
¢ What difference did it make?

e What do you want to do now to help you get ready for work?
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" Notes
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Notes
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Summary

As you worked through Workbook 1, you used a number of different
skills.

You did some reading and writing, and you used speaking and listening

skills many times.

You identified some of the common information that forms often ask for

on a paper form or an on-line form.

You used the Internet to do Skills at Work on-line activities.

Update your Job Readiness Chart if you would like to now or as you
work in Workbook 2. Check your chart at the end of each unit to see the

progress you are making.

"~ What do you think?

What are the most important things you learned in this workbook?

Congratulations! You have completed Workbook 1.

Skills at Work, Workbook 1 — 167



	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


