Lesson Plan

SECTION: REQUIRED QUALIFICATIONS

“EMPLOYABILITY SKILLS”

ACTIVITY: Lecturette, followed by Team Skills Group Activity

TIME: 1 hour

LEARNING OUTCOME: Participants will understand the three
categories of general skills in demand in the Canadian labour force
and will have practised working as a team.

DESCRIPTION:

Q

Place the Employability Skills Profile on the overhead (Overhead
3).

Explain to participants that while specific skills are needed for
specific jobs, these are the skills that are deemed to be highly
valued by most Canadian employers.

Go through the Employability Skills Profile with them. Explain that
there are three categories: Fundamental Skills, Personal
Management Skills and Teamwork Skills.

Explain that teamwork skills are considered very important yet are
often the most difficult to acquire and articulate.

Ask participants to think about the qualities they believe a person
must possess to be an effective team member. Give them three
minutes to list these qualities on Page 25.

Each person then ranks the items on his/her list according to the
perceived importance of each quality (with 1 representing the
most important quality of an effective team member).
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Lesson Plan (cont.)

SECTION: REQUIRED QUALIFICATIONS

“EMPLOYABILITY SKILLS” CONT’D

Q

Q

When the participants have finished their rankings, divide them
into four groups.

The members of each group share their lists and the rationales for
their selections and then attempt to reach consensus on the five
most important qualities of an effective team member. If
consensus cannot be reached within ten minutes, the group
members may vote to determine the group’s list of qualities.

A volunteer from each group reports on the group’s top five
qualities. Facilitator records on flip chart.

Debrief: Can they identify anyone in their group who:

Q

e took on a leadership role?

e said something that helped the group make a decision?
e expressed his/her opinion clearly and confidently?

e acted in a positive, constructive manner?

o asked someone else for his/her opinion?

e praised someone?

Place overhead 4 — Characteristics of Effective Team Members —
on the projector. Are the traits they chose on the list?

Organize participants into pairs. Instruct them to use the
questions on page 26 to interview each other on their
performance in a team situation.

Debrief: Did knowing the characteristics of effective team
members help them to describe their role? Why are teamwork
skills so important in health care?
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Overhead 3

*The Employability Skills 2000+ Profile was created by the Conference Board of Canada

EMPLOYABILITY SKILLS 2000+ PROFILE*:

Fundamental Skills
The skills needed as a base for
further development

Communicate

e read and understand
Information presented in a variety of
forms (e.g. words, graphs, charts,
diagrams)

o write and speak so others
pay attention and understand

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

o share information using a range of
information and communication
technologies ( e.g. voice, e-mail,
computers)

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

Manage Information

o locate, gather and organize
information using appropriate
technology and information systems

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

Use Numbers

o decide what needs to be
measured or calculated

e observe and record data using
appropriate methods, tools and
technology make estimates and
verify calculations

Think & Solve Problems

e assess situations and identify
problems

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

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

o identify the root cause of a problem

e be creative and innovative in
exploring possible solutions readily

e use science, technology and
mathematics as ways to think,

e gain and share knowledge, solve
problems and make decisions

evaluate solutions to make
recommendations or decisions
implement solutions

check to see if a solution works and
act on opportunities for improvement

Personal Management Skills

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

Demonstrate Positive Attitudes &
Behaviours

feel good about yourself and be
confident

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

recognize your own and other
people’s good efforts

take care of your personal health
show interest, initiative and effort

be responsible

set goals and priorities balancing
work and personal life

plan and manage time, money and
other resources to achieve goals
assess, weigh and manage risk be
accountable for your actions and the
actions of your group

be socially responsible and
contribute to your community

Be Adaptable

work independently or a part of a
team

carry out multiple tasks or projects
be innovative and resourceful:
identify and suggest alternative ways
to achieve goals and get the job
done

be open and respond constructively
to change

learn from your mistakes and accept
feedback

cope with uncertainty

Learn Continuously

be willing to continuously learn

and grow

assess personal strengths and
areas for development

set your won learning goals

identify and assess learning sources
and opportunities

e plan for and achieve your learning
goals

Work Safely

e be aware of personal and group
health and safety practices and
procedures, and act in accordance
with these

Teamwork Skills
The skills and attributes needed to
contribute productively

Work with Others

¢ understand and work within the
dynamics of a group

e ensure that a team'’s purpose and
objectives are clear

e be flexible: respect, be open to and
supportive of the thoughts, opinion
sand contributions of others in a
group

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

e accept and provide feedback in a
constructive and considerate
manner

o contribute to a team by sharing
information and expertise lead or
support when appropriate,
motivating a group for high
performance

¢ understand the role of conflictin a
group to reach solutions

e manage and resolve conflict when
appropriate

Participate in Projects & Tasks

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

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

o work to agreed quality standards
and specifications

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

o adapt to changing requirements and
information

e continuously monitor the success of
a project or task and identify ways to
improve
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Overhead 4
CHARACTERISTICS OF EFFECTIVE TEAM MEMBERS

Effective team members:

support, protect and defend both the team and the team leader
act in a positive, constructive manner

provide appropriate feedback

accept ownership for team decisions

participate voluntarily

express opinions, for and against

ask questions

encourage others to express their ideas fully

listen to the other team members

consider and build on other members’ ideas

state problems, along with alternative solutions/options

make their own needs known

maintain confidentiality

give praise and recognition when suitable

criticize ideas, not people

view criticism as an opportunity to learn

avoid defensiveness when fellow team members disagree with your ideas
stay focused on the team objectives

avoid disruptive behaviour such as side conversations and inside jokes
attend meetings regularly and promptly
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Fundamental Skills

The skills needed as a base for
further development

Communicate

read and understand

Information presented in a variety of
forms (e.g. words, graphs, charts,
diagrams)

write and speak so others

pay attention and understand

listen and ask questions to
understand and appreciate the
points of view of others

share information using a range of
information and communication
technologies ( e.g. voice, e-mail,
computers)

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

Manage Information

locate, gather and organize
information using appropriate
technology and information systems
access, analyze and apply
knowledge and skills from various
disciplines ( e.g. the arts, languages,
science, technology, mathematics,
social sciences, and the humanities)

Use Numbers

decide what needs to be
measured or calculated
observe and record data using
appropriate methods, tools and
technology make estimates and
verify calculations

Think & Solve Problems

assess situations and identify
problems

seek different points of view and
evaluate them based on facts
recognize the human, interpersonal,
technical, scientific and
mathematical dimensions of problem
identify the root cause of a problem
be creative and innovative in
exploring possible solutions readily
use science, technology and
mathematics as ways to think,

gain and share knowledge, solve
problems and make decisions

Participant Workbook page 24
*The Employability Skills 2000+ Profile was created by the Conference Board of Canada

EMPLOYABILITY SKILLS 2000+ PROFILE*:

evaluate solutions to make
recommendations or decisions
implement solutions

check to see if a solution works and
act on opportunities for improvement

Personal Management Skills

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

Demonstrate Positive Attitudes &
Behaviours

feel good about yourself and be
confident

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

recognize your own and other
people’s good efforts

take care of your personal health
show interest, initiative and effort

be responsible

set goals and priorities balancing
work and personal life

plan and manage time, money and
other resources to achieve goals
assess, weigh and manage risk be
accountable for your actions and the
actions of your group

be socially responsible and
contribute to your community

Be Adaptable

work independently or a part of a
team

carry out multiple tasks or projects
be innovative and resourceful:
identify and suggest alternative ways
to achieve goals and get the job
done

be open and respond constructively
to change

learn from your mistakes and accept
feedback

cope with uncertainty

Learn Continuously

be willing to continuously learn

and grow

assess personal strengths and
areas for development

set your won learning goals

identify and assess learning sources
and opportunities

plan for and achieve your learning
goals

Work Safely

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

Teamwork Skills

The skills and attributes needed to
contribute productively

Work with Others

understand and work within the
dynamics of a group

ensure that a team’s purpose and
objectives are clear

be flexible: respect, be open to and
supportive of the thoughts, opinion
sand contributions of others in a
group

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

accept and provide feedback in a
constructive and considerate
manner

contribute to a team by sharing
information and expertise lead or
support when appropriate,
motivating a group for high
performance

understand the role of conflict in a
group to reach solutions

manage and resolve conflict when
appropriate

Participate in Projects & Tasks

plan, design or carry out a project or
task from start to finish with well-
defined objectives and outcomes
develop a plan, seek feedback, test,
revise and implement

work to agreed quality standards
and specifications

select and use appropriate tools and
technology for a task or a project
adapt to changing requirements and
information

continuously monitor the success of
a project or task and identify ways to
improve
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Participant Workbook page 25

QUALIFICATIONS FOR EMPLOYMENT:
EFFECTIVE TEAM SKILLS

Use the space provided below to list the qualities you
think makes a person an effective team member.

In your group, try to reach a consensus on the top
5 qualities of an effective team member.
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Participant Workbook page 26

BEHAVIOUR DESCRIPTION INTERVIEW QUESTIONS

1. Describe a recent example of a time when you worked as a member of a
team.

What was the purpose of the team?

What was your role on the team?

What strengths did you bring to the team?
What challenges did the team experience?
What do you enjoy about working with others?

0o 0O 0 o0 o o

What do you dislike about working with others?

2. Describe how you have contributed to strong morale and team spirit in
an organization.

0 What was the spirit like before?
0 How did you work to maintain it over time?

3. Give an example of a situation in which you have successfully built and
maintained a good relationship with a team.

0 What was your approach to team building?
o What were the obstacles you faced in building/maintaining the rapport?
0 What made your approach successful?
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Participant Workbook page 27

QUALIFICATIONS FOR EMPLOYMENT:
FOR MORE INFORMATION

Descriptions of all Canadian occupations are available in the National
Occupational Classification (NOC).

The NOC includes:
1. Entry requirements information.
2. Possibilities for career advancement and mobility.

The NOC combines the criterion of Skill Type (type of work performed) with
Skill Level (the type and length of education and training that is required to
perform the job).

Occupations are classified into 522 groups, to which over 25,000 job titles are
assigned. Unit groups are homogeneous in terms of skill level and skill type.

Health occupations are listed under skill type 3.

Skill levels are:

Skill Level A (1) University education

Skill Level B (2 or 3) College level education including trade
apprenticeships

Skill Level C (4 or 5) Secondary school plus a period of job-specific training

Skill Level D (6) Short work demonstration (no formal education
required)

The NOC is available at libraries and employment resource centres.
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