Lesson overview

Workplace skills and attitudes
@ Recommended: @ Length:
10th grade 95 minutes

About this lesson

To assess their own employability skills and identify those that they may need to
develop further students will identify important soft skills that apply to more than
one career they’re interested in, explain how these skills manifest on the job, and
research how they’ll be protected by workers’ rights and responsibilities in a
career of interest.

Learning objectives

By the end of this lesson, students will:

® explore skills and behaviors that employers look for, such as time
management, dependability, good attitude, communication skills, and
problem solving

® explain why these skills and behaviors are important to various careers and
how they manifest on the job

® assess their own employability skills

® research workers’ rights and responsibilities to learn how an industry or job
is protected by employment standards

Driving question

What skills and attitudes do employers value?

Future-ready skills

Evaluating Self-awareness Research

Lesson breakdown

5 Activity 1: Transferable skills
minutes In this activity, students will compare 3 career profiles for 3 overlapping
soft skills and add and rate these skills on their Xello About me profile.
45 Activity 2: Xello Lesson: Workplace skills and attitudes
minutes Direct students to complete the Xello lesson titled Workplace skills and
— attitudes to explore the skills and attitudes employers value.
25 Activity 3: My workplace rights
minutes In this activity, students will research their workplace rights and
— responsibilities to learn how they are protected by employment standards.
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Q Xello entry point

As part of the first activity
students will update 3 saved
careers, which is a prerequisite
for the Xello lesson:
Workplace skills and
attitudes. It is also
recommended students
complete Matchmaker and
the Explore career matches
lesson.

Vocabulary

* Transferable skills

* Soft skills

® Reliability

* Positive attitude

® Enthusiasm for learning

® Ethical behavior

* Good workplace etiquette
* Workplace rights

xello



Workplace skills andattitudes

Activity 1: Transferable skills
@ Recommended: @ Length:
10th grade 25 minutes

Inquiry prompts

Materials required
® What are soft skills?

® How are workplace skills like transferable skills? ° Stuie;}( ijstrs‘uctigns (also
® What skills will benefit my job performance? Sl BT ]S )
* Computer or tablet with
Before you begin internet access

® Students should have 3 saved careers.

Teaching strategies
Artifacts
In this activity, students will compare 3 career profiles for 3 overlapping soft skills

. . Students will explore 3 saved
and add and rate these skills on their Xello About me profile.

careers for common workplace

. . skills and then record and rate 3

0 Define the term soft skills with your class. transferable soft skills in the

a Provide the instructions on the next page to your students. Skills section on your About me
profile.

xello
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#Aptitude

Workplace skills and attitudes
Transferable skills

Student instructions

Workplace skills are not specific to one career. They are often called soft skills or transferable skills. These are the
skills you'd need to succeed in most workplaces. In contrast, hard skills are the knowledge and abilities specific to
the job. They are usually easy to define and evaluate. In this activity you’ll identify important soft skills that would
benefit your performance in each.

G In Xello, select 3 career profiles that you’re interested in to compare soft skills. If you haven’t already, save each
career.

9 As you review each career profile consult this list of soft skills to help you identify 3 skills that apply to all 3
careers. Keep in mind, how does this skill help you do the tasks required for the career?

g L
Communication

Setting goals

Leadership

Self-management

Adaptable

Creativity

Willing to learn

Dealing with pressure

Teamwork

Innovating

Positive attitude

Resolving conflicts

Decision making

Public speaking

Time management

Critical thinking

Problem solvin
" g

Organized

Initiative

Reliable

a Record and rate these 3 transferable soft skills in the Skills section on your About me profile. Think about
experiences where you already perform these skills, how would you rate your performance?




Aptitudes y derechos en el lugar de trabajo

Aptitudes transferibles

Instrucciones para estudiantes

Las aptitudes en el lugar de trabajo no son especificas de una profesién. Con frecuencia, también se las conoce
como aptitudes interpersonales o aptitudes transferibles. Estas son las aptitudes que necesitas para tener éxito en
la mayoria de los lugares de trabajo. Por el contrario, las habilidades técnicas representan las capacidades y el
conocimiento especificos del trabajo. Generalmente, son faciles de definir y evaluar. En esta actividad, identificaras
aptitudes interpersonales importantes que serian beneficiosas para tu rendimiento en cada una.

G En Xello, selecciona 3 perfiles de profesiones que te interesen para comparar aptitudes interpersonales. Si alin
no lo hiciste, guarda cada profesién.

a Al revisar cada uno de los perfiles de profesiones, consulta esta lista de aptitudes interpersonales para
identificar 3 que se apliquen a las 3 profesiones. Ten en cuenta lo siguiente: ;de qué manera esta aptitud te
permitiria hacer las tareas requeridas para la profesion?

/Comunicacién Establecer objetivos Liderazgo Autocontrol h
Adaptable Creatividad Disposicion para aprender Lidiar con la presiéon
Trabajo en equipo Innovacién Actitud positiva Resolver conflictos
Toma de decisiones Oratoria Organizacion del tiempo Pensamiento critico

\Resolucién de problemas Organizacién Iniciativa Confiabilidad )

e Asienta y califica estas 3 aptitudes interpersonales transferibles en la seccién Aptitudes de tu perfil de Acerca

de mi. Piensa en experiencias en las que ya apliques estas aptitudes. ;Qué calificacién darias a tu rendimiento?



Workplace skills and attitudes

Activity 2 - Xello Lesson: Workplace skills and attitudes
@ Recommended: @ Length:
10th grade 45 minutes

About this activity Materials required

In Activity 1, students compared 3 career profiles for 3 overlapping soft skills and

* Computers or tablets with
added and rated these skills on their Xello About Me profile.

internet access

In this activity, students will complete the Workplace skills and attitudes lesson * Whiteboard/projector

in Xello. They will explore skills and behaviors that employers look for, such as * Workplace skills and

time management, dependability, good attitude, communication skills, problem attitUdeS.S"de Presentétion
solving, etc. Students explain why these skills and behaviors are important to (also available in Spanish)
various careers, how they manifest on the job, and assess their own

employability skills.

Inquiry prompts Prerequisites

* How is school like a job? © EANE DEEiEeE
® Why is it important to develop good habits and attitudes while you're in
school?
® What skills do you use at school that you'll also use in the workplace?
® What do you think would happen if you didn't demonstrate good habits or Artifacts

behaviors in the workplace?
. P . . Students will complete the Xello
® |f you were in charge of a company what do you think you would do if lesson: Workplace skills and
someone came in late every day? Attitudes.

Before you begin

Before diving in with your students:

1. Create a copy or download the Workplace skills and attitudes slide
presentation (also available in Spanish) to use as a helpful teaching aid
before and after the Xello lesson.

2. Review the slides (including the speaker notes section) for suggested
discussion strategies and prompts.

3. Update slide 5 of the presentation with your students’ Xello sign in
format. If you don't know your students' Xello login format check out

Sign in to Xello for support.

Teaching strategies
Use the following strategies to set your students up for success:

c Before students start the Xello lesson, take 5 minutes to have them review
and consider the inquiry prompts from the Warm up activity slide of the
Workplace skills and attitudes slide presentation (also available in Spanish),
or choose your own. Advise students to keep these questions in mind as they
complete the lesson. You will revisit these questions with them in the Exit
activity afterwards.

a Help your students log in to their Xello account. Project your screen as you
model how to navigate to the lesson using your demo student account. From
the student dashboard, click on a lesson to get started. If the lesson you want

xello
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https://docs.google.com/presentation/d/1x3BJNCXrovqgUmmcNPahC5sXSnDQzb4tWt4c5lQkPPg/view
https://docs.google.com/presentation/d/1x3BJNCXrovqgUmmcNPahC5sXSnDQzb4tWt4c5lQkPPg/view
https://docs.google.com/presentation/d/1Rqk446_lyvyvaUAZMOfr5_YPxhJDuSFI_VMfN64ja6s/view
https://help.xello.world/en-us/Content/Knowledge-Base/Accounts/Educator-Accounts/Sign-In.htm
https://docs.google.com/presentation/d/1x3BJNCXrovqgUmmcNPahC5sXSnDQzb4tWt4c5lQkPPg/view
https://docs.google.com/presentation/d/1Rqk446_lyvyvaUAZMOfr5_YPxhJDuSFI_VMfN64ja6s/view
https://docs.google.com/presentation/d/1x3BJNCXrovqgUmmcNPahC5sXSnDQzb4tWt4c5lQkPPg/view
https://docs.google.com/presentation/d/1x3BJNCXrovqgUmmcNPahC5sXSnDQzb4tWt4c5lQkPPg/view
https://docs.google.com/presentation/d/1Rqk446_lyvyvaUAZMOfr5_YPxhJDuSFI_VMfN64ja6s/view

Workplace skills and attitudes

Activity 2 - Xello Lesson: Workplace skills and attitudes

Recommended: Length:
10th grade 45 minutes

isn’t visible, access it by selecting View all lessons below the lesson shown,
or View lessons on the left of your screen.

a Students finished early? If students have time after completing the Xello
lesson, encourage them to locate one online government resource related to
employment standards for their state. They can then add the link to the
Helpful articles section of a saved career.

° They can also explore their dashboard feed where they’ll find content related
to their saved careers.

a Once students have completed the Xello lesson, return to the Workplace
skills and attitudes slide presentation (also available in Spanish) to have
students revisit the inquiry prompts you posed at the beginning of class.

e Classroom discussion strategy: | used to think: Now I think: Encourage
students to rate how important they believe it is for them to understand their
workplace rights and responsibilities. Students can use a scale from 1-3 to
rate importance. A rating of 1 equals not important, a rating of 2 equals
important, and a rating of 3 equals very important.

ﬂ Ask students if their thoughts about the importance of knowing their
Workplace rights and responsibilities have changed or stayed the same since
completing the Xello lesson. Example: | used to think it was not important (a
rating of 1) but now I think it's important (a rating of 2).

° If their rating has changed, what do they think caused this change in
thinking? If their rating has stayed the same, why?

xello
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https://docs.google.com/presentation/d/1x3BJNCXrovqgUmmcNPahC5sXSnDQzb4tWt4c5lQkPPg/view
https://docs.google.com/presentation/d/1x3BJNCXrovqgUmmcNPahC5sXSnDQzb4tWt4c5lQkPPg/view
https://docs.google.com/presentation/d/1Rqk446_lyvyvaUAZMOfr5_YPxhJDuSFI_VMfN64ja6s/view

Workplace skills and attitudes

Activity 3: My workplace rights
@ Recommended: @ Length:
10th grade 25 minutes

Inquiry prompts
® Who determines my workplace rights?

® What are my rights as an employee?
®* How am | protected by employment standards as a young worker?

Materials required

* Computer or tablet with
internet access

Teaching strategies

In this activity, students will research their workplace rights and responsibilities to
learn how they are protected by employment standards. It is important they know
their workplace rights before starting their first part-time or summer job.

Artifacts

Students will add the
employment and labor
0 Ask your students: Who determines your workplace rights? The state government website to a Xello
government sets out minimum rights for most employees in public and Asslgqment and include a short
) . . reflection about what they
private workplaces. It includes standards on payment of wages, public learned.
holidays, hours of work, overtime pay, vacation time and pay, statutory
leaves, and termination and severance entitlements.
a Direct students to create a KWL chart:
® What do you already know about your workplace rights?
® What do you want to know about your workplace rights?
® What is one surprising thing learned about your workplace rights?
9 Know: Ask your students to share and record some ideas about what they
already know about their workplace right, such as minimum wage and hours
of work.

° Want: Have students identify what they want to know about their workplace
rights.

e Learn: Provide students with the State employment and labor government
website so they can verify what they already know and record what they
learned.

a Create a Xello Assignment asking students to share the link of the website
and to reflect on what they learned.

ﬂ OPTION: Get students to share their surprising workplace right.

xello
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