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Commonwealth Corporation, created by the Massachusetts Legislature in 1997, designs and executes workforce strategies 
in partnership with businesses, educators, and training providers across the state. Signal Success is a Commonwealth Cor-
poration initiative designed to help teens and young adults bridge the gap between high school and workforce.  The Signal 
Success curriculum is the intellectual property of the Commonwealth Corporation with the exception of cited materials 
from other resources.

Introduction

The Massachusetts Department of Elementary and Secondary Education (DESE) and the Common-
wealth Corporation (CommCorp) have collaborated to develop this short version of CommCorp’s 
Signal Success curriculum. This version has been designed primarily for students in high schools that 
offer internship, cooperative education or other youth employment programs, with a special empha-
sis on students enrolled in designated Innovation Pathways programs.

The training material in this manual will help students get ready for an internship or other type of 
placement in a business or community setting. Students who complete this training can feel confident 
that they have learned about the most important expectations businesses or organizations will have 
about their performance.

Internship opportunities sponsored by schools are different from regular jobs, because their primary 
purpose is to help students master important skills, especially those addressed here. DESE and  
CommCorp, together with your high school, congratulate students who are preparing for these 
important experiences. We encourage them to take full advantage of this training in order to “signal 
success” on the job.

DESE acknowledges with gratitude the Council of Chief State School Officers, which awarded DESE 
substantial grant funding for its “New Skills for Youth” initiative. The grant supported the develop-
ment of this special version of Signal Success.
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SKILL FOCUS

Some skills are essential across all careers.  In this course you 
will have an opportunity to practice core employability skills 

that are valued by employers and educators. You will develop 
and practice your skills in the following areas: 

Course Modules and Key Learning Targets

Module 1- Understanding the Opportunity of Work-Based Learning 
I can analyze and discuss opportunities to grow and develop my employability skills. 

Module 2- Dependability and Your Best Professional Self
I can identify ways to be dependable and professional.

Module 3- Professional Communication
I can demonstrate my understanding of professional communication by using effective nonverbal and verbal 
techniques. 

Module 4- Communication with purpose
I understand that effective communication requires different strategies for different audiences and 
goals. 

Module 5- Collaboration for Professionals
I can identify how I work best in collaborative settings and try new strategies to be more effective. 

Module 6- Collaborating to Build Relationships and Skills
I can use positive strategies to develop and maintain effective relationships in the workplace. 

Module 7- Motivation and Feedback
I know what motivates me in the workplace and I can use critical feedback and evaluations like the Massachu-
setts Work-based Learning Plan to drive my growth. 

Module 8- Taking the Initiative and Persevering in the Face of Obstacles  
I take the initiative to contribute positively and approach challenges head on. 

Module 9- The Professional Landscape (and how it is different from school)
I can embrace workplace culture and policies to be safe and successful. 

Module 10- Problem-solving and Finishing Strong 
I can use effective problem-solving and decision-making to make my best impression from my first day 
through my last. 

Be career ready.

signal
success

• Attendance and Punctuality
• Motivation and Initiative
• Communication

• Teamwork and Collaboration
• Critical Thinking and Problem-Solving
• Workplace, Policy and Culture

These six areas are central to a valuable reflective assessment tool called the Massachusetts Work-Based 
Learning Plan that is used to help structure work experiences, and to help youth and adults work together to 
assess youth skills on the job.  This tool is often used in programs in MA.  During this training, you will have the 
opportunity to review this tool, and understand how it can be used to help you know more about your own 
skill level for these valuable employability skills.
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Program Overview and Working Agreements

question I 
have is:

things I expect 
to learn are:3

In this program ...

ways I can 
contribute are:2

1

DIRECTIONS     Use the chart below to make notes about this course.

1A - Learning from Work
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Understanding Employability Skills and  
Learning at Work  

Employability Skills What does this skill look like?
Attendance & Punctuality • Being on time and reliable

• Communicating with your supervisor if you need to miss work
Motivation & Initiative • The ability and desire to apply full effort to tasks from beginning to end

• Asking for new tasks as soon as you have successfully completed current work
• Using passion, commitment and collaboration to promote positive results in 
your work and the work of others

Communication • Expressing yourself clearly and professionally in writing and speaking
• Showing you are listening well by making eye contact and asking questions 

Teamwork &  
Collaboration

• Working well with others so that work can be done effectively
• Accepting feedback and direction with a positive attitude 

Critical Thinking &  
Problem-solving

• Identifying problems and working to solve them by analyzing information,  
considering options, and seeking guidance from supervisors and coworkers

Workplace Culture, Policy 
& Safety 

• Showing you understand the rules and practices of the workplace by dressing 
appropriately, practicing good hygiene, keeping yourself and others safe, using 
technology responsibly and respecting the privacy. 

1A - Learning from Work

Employability skills are important across many different settings.  The MA WBLP is an important tool for 
practicing and reflecting on these skills, which can help you thrive at school, work and life. Most people spend 
their whole lives trying to improve these skills, but working on them early can help you get off to the right start. 

Chandra’s Story 
Chandra was excited about starting her internship at a Boston public relations firm. Chandra enjoys working on 
creative projects and managing her own time.  Also, she wants to learn new publishing programs.  After two 
weeks, Chandra feels sure that she would enjoy a career in advertising.  In her third week, her boss asks her 
to assist on a product launch. She thought that the job would be easy, but this software is not as familiar. Also, 
there are a lot people on the product launch team and Chandra needs to work well with all of them.  Chandra 
is struggling to finish her work, and there are a lot of deadlines.   Chandra isn’t sure what to do.  Chandra is 
feeling as if maybe she should leave the internship. 

Which two employability skills could Chandra focus on developing? Why?

What additional advice would you give Chandra?

DIRECTIONS     Review the skills in the chart and read Chandra’s Story.  Answer the questions and 
be ready to share your thoughts. 
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Understanding Employability Skills  
and Learning at Work (Continued)  

DIRECTIONS                  Your instructor will give you a situation.  Work with a partner to review the situation. 
Use the chart below to record which employability skills the person in the situation could develop at work.

Partner Situation - Which two employability skills could the person in this situation practice and develop? 
Why?

The Massachusetts Work-Based Learning Plan (WBLP) is 
a reflective assessment tool that will help you set goals, 
learn more and be productive at your internship or job.

DIRECTIONS                  Carefully review your MA Work-
Based Learning Plan and complete the questions below.  
Be ready to discuss what skills you hope to develop. 

1. What are three things that you notice about your WBLP?

 
MA WBLP

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

2. Which two employability skills do you hope to develop during your internship or job?

______________________________________________________________________________________

______________________________________________________________________________________

3. What is one question that you have about your WBLP?
______________________________________________________________________________________

______________________________________________________________________________________

1A - Learning from Work
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The Tower of Us

DIRECTIONS        Use the lines below to list positive behaviors.  Then sketch a design for a tower that could 
symbolize some of these behaviors. 

Tower SketchesPositive behaviors that are 
important when starting a new 
internship or job:

1A - Learning from Work

Each team will be asked to build a tower that represents two positive behaviors that all the team members 
agree are important to demonstrate when starting an internship or a new job.  Each team will get: 

• 6 cups
• 18 inches of tape
• 2 paper towels
• 5 index cards
• 2 markers
• 1 pair of scissors
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The Tower of Us (Continued)

Debrief Questions
1. What worked best?  What was the most challenging? 

2. What are some positive ways in which your group communicated and collaborated with one another?

3. Did anyone take initiative by going above and beyond what was required? What did that look like?                                                                                                                                            
                                                                                                                                                                                                   

4. What would you do next time to be more successful? 

• This experience reminded me of ...
• The way that I demonstrated teamwork was similar to ...
• The activity connects to work/school/etc. Because …
• If we changed our approach to ________ then …

• Why did you choose to do … ?
• What do you think would happen if your team changed … ?
• How do you think your team’s approach was similar/different 

to … ?

• To solve the challenge, we …
• After today’s activity, I understand that …
• The thing that I am most proud of is ...

DIRECTIONS        Meet with your team and share ideas.  Decide on which two behaviors you all think are very 
important. Then, build a tower that represents these behaviors.  When you are finished answer the questions 
below.  

DIRECTIONS          Now that you have had some time to think through the above questions, we are going 
to discuss the project as a whole group.  Use the table below to help you come up with ideas about what 
to say. 

1A - Learning from Work
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Mini-Interview Practice
DIRECTIONS  Your instructor will give you a card with a picture, number or symbol. Find the 
person whose card matches your card and have a conversation based on the information 
below.

Round One (1 Minute):

Round Two: Role-Switching (1 Minute):

Find your partners and discuss:

•  Which of the employability skills do you think you 
already have?

• Which of the skills do you think you need to work on? 

• Re-approach your partner and pretend they are 
interviewing you. Do your best to communicate in your 
most professional manner.

• Shake hands.
• Introduce yourself.
• Imagine your partner has just asked what will make you a 

good employee.

You could say … 

• I think  _______________ is important because _________________.
• I am good at ___________________________________.
• I am working on __________________  by ____________________
• I will improve my __________________________ skill. 
• My plan is to ___________________________________.

1A - Learning from Work
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Session Wrap-Up
Target Check-In

Read the learning target  
and check the rating that 
best matches how you 
feel.

1
Not sure ...

2
Working on it ...

3
Almost there ...

4
I can do it!

I can analyze and discuss  
opportunities to grow and  
develop employability skills. 

I feel this way because ...
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What Do You Think:  
Which Quote do You Connect With?

DIRECTIONS         Read over the quotes below, and identify the one that 
interests you the most.  Use the lines to explain why you chose that quote and 
be ready to share with a partner. 

“Dreams don’t work unless you do.” 
~ John C. Maxwell

“I try to learn as much as I can because I 
know nothing compared to what

I need to know.”
~ Muhammad Ali

“The problem human beings face is not 
that we aim too high and fail, but that we 

aim too low and succeed.” 
~ Michelangelo

“If you don’t like something, change it. If 
you can’t change it, change your attitude.”

~ Maya Angelou

“Most of the important things in the world 
have been accomplished by people who 
have kept on trying when there seemed 

no hope at all.”
~ Dale Carnegie

“Twenty years from now you will be more 
disappointed by the things that you didn’t 

do than by the ones you did do.”  
~ Sarah Frances Brown

1B - Developing a Growth Mindset for the Workplace
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Gallery Walk - Growth Mindset in the Workplace 

DIRECTIONS         Visit the different stations and use the chart below to record your thoughts and questions.  
Be prepared to discuss each station with other group members.
    
Station Key Information Questions
A - How Your Brain 
Learns

B - Growth vs. 
Fixed Mindsets

C - Examples of 
Fixed Mindsets

D - Examples of 
Growth Mindsets

E - Mindset and 
Achievement

You are about to complete a task in which you need to gather information and be ready to share your 
thoughts with other group members.  This task requires a lot of careful reading, discussion and analysis. If you 
were working on this type of a task at a job or in a class, what actions or qualities would impress a supervisor 
or professor?

1B - Developing a Growth Mindset for the Workplace

Growth Mindset is “the understanding that abilities and intelligence can be developed.”1

1 Carol, Dweck. “Decades of Scientific Research That Started a Growth Mindset Revolution.” Science Impact, www.mindsetworks.
com/science/.
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Sorting & Improving Mindsets
DIRECTIONS          Work with your group to sort the short situations into examples of fixed and growth 
mindsets.  Then go back and look at the fixed mindsets. Pick two to three of the fixed mindset situations to 
discuss. Identify ways the person in the situation could take steps to adopt a more growth mindset approach. 
Use the chart below to organize your thoughts.

SELF-RATING:

If a supervisor or professor had been observing me 
so far, I think they would have given me a ...

_________  out of 5 for  
 

my communication with other group members 
during the gallery walk activity.   

Fixed Mindset Examples Strategies for Adopting a More Growth Mindset Approach

1B - Developing a Growth Mindset for the Workplace

Reflecting on your current performance is one step in identifying 
ways to improve and embrace a growth mindset approach.
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Strategies and Resources That Could Help

Individual Reflection: Working through New Skills
DIRECTIONS       Answer the questions about your own experience with building a new skill.  The example 
can come from any part of your life about which you feel comfortable writing and talking.  

1. Describe a skill, task or subject that you are currently struggling to master.

2. What parts are giving you the most trouble?

3. Where have you already made progress?  Or, on which parts do you think would be the easiest to make 
progress?

People Who Could Provide Support 

1B - Developing a Growth Mindset for the Workplace
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Session Wrap-Up

Target Check-In

Read each learning target 
and check the ratings that 
best match how you feel. 1

Not sure ...
2

Working on it ...
3

Almost there ...
4

I can do it!

I can analyze and discuss  
opportunities to grow and  
develop my employability 
skills.

I understand what a growth 
mindset is and can use it to 
help me approach challenges.
 

I feel this way because ...

I used to think

But now I think
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What Do You Think:  
The Most Professional Person I Know

DIRECTIONS  Read over the description and think about the most professional person that you 
know.  Complete the writing prompts below.

Professionals…
• learn about every part of a job
• are focused and clear about the work that needs to get done
• choose clothes that are appropriate for their workplace
• avoid making mistakes, but take responsibility for the mistakes they do make
• tackle problems directly without being aggressive
• keep on trying until the goal is reached
• produce high-quality work and take on challenging tasks
• organize their work and workspace so that they can do their best

The most professional person I know is

I think of this person as a professional because

Professional Actions and Attire
DIRECTIONS  Use the space below to take notes about what you learn during the presentation on 
professionalism.

One question I have is: 

Dress, 

Punctuality
 & 

Attitude

Key Information

Beyond the 

Workplace 

(especially online)

2A - Being a Dependable Professional
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Dealing with  
Unprofessional Behavior

DIRECTIONS      Use the chart below to record three examples of unprofessional behavior and how you 
deal with them professionally.  Be ready to share some of your ideas with the group. 

Unprofessional Behavior How I Deal With It Professionally

1. What is one strategy you heard that you will try in the future?

2. Which unprofessional situations still seem most challenging?  Why? 

When coworkers act unprofessionally, it is easy to respond or act unprofessionally 
too. However, we all have to find ways to deal with unprofessional behavior in a 
professional manner. 

DIRECTIONS      Now that you have shared your ideas and listened to the ideas of other people in the 
class, complete the following questions.  

2A - Being a Dependable Professional
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Professionalism Situations
DIRECTIONS  The instructor will give your group a situation.  Take a moment to read it over carefully and 
then work with your group through all four steps of this activity.

1. Summarize the situation into a phrase or single sentence.

2. Discuss the following questions with your group:

3. Once you feel comfortable with the situation, use the space below to write down some notes from 
 your discussion.

4. Select a group reporter and help prepare them to present the main points of your discussion to the  
           whole group.

a. Why does this situation relate to professionalism?
b. Have you or anyone you know ever had a similar situation at work?
c. What are some unprofessional ways of responding to this situation? What are the
             possible negative consequences?
d. Professional ways to handle the situation

Situation Notes

Possible Unprofessional Responses Possible Consequences

Possible Professional Responses Possible Outcomes

  Our REPORTER is:

2A - Being a Dependable Professional
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Julia’s Story: Dependability in the Workplace
DIRECTIONS  Read Julia’s story and answer the questions below.

Julia has an internship at a local television station in Worcester, Massachusetts.  At her interview, she was 
really excited about the job.  She couldn’t wait to practice her production skills and help research and put 
together segments. She told the internship coordinator that she was available every day starting at 3 p.m.  

Julia has to leave her high school right away to get there on time.  Lately she has 
been later and later.  Sometimes, Julia runs in at 3:20 p.m. to find that the other 
interns are completely swamped.   Julia feels bad about it, but she also thinks 
that she makes up for it because she works extra hard once she arrives.  Often 
Julia will help multiple producers.  Other interns will just work with one.

Some of Julia’s coworkers have complained about her.  They say she is late and 
is causing people to miss deadlines.  Julia thinks they should mind their own 
business.  She thinks they might be jealous because so many of the producers 
request her.   

Now, Julia wants to try out for the school dance team.  She knows some of the 
practices will make her miss work.  Julia received the lowest score of a 1 (per-

formance improvement needed) for attendance and punctuality at her last MA Work-Based Learning Plan 
(WBLP) evaluation meeting. She plans on talking to her boss after she makes the team!

1.  How would you describe Julia as an employee?

2.  What are some of Julia’s strengths?

3. What are her weaknesses?

4.  What should Julia do differently in order to get a 3 (competent) in punctuality and attendance on 
the MA WBLP?

2A - Being a Dependable Professional
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Session Wrap-Up

Target Check-In

Read the learning target 
and check the rating that 
best matches how you 
feel.

1
Not sure ...

2
Working on it ...

3
Almost there ...

4
I can do it!

I can identify ways to be de-
pendable and professional.  

I feel this way because ...

Think about one goal that you have for improving some part of your professionalism or 
dependability and complete the chart. 

My Goal ...

Two Next Steps ...

One Obstacle and 
some possible solu-
tions ...
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What Do You Think:
 What Would You Do?

DIRECTIONS  Read each choice and circle the option that sounds most like you.

1. When you have to work with a group on a long-term project, you are most likely to:

2. When you are headed to an important event, you are most likely to:

A. Focus on daily work first and get to the project close to the deadline
B. Volunteer to take on lots of responsibility for the project 
C. See what others do and follow their lead
D. Meet with your group members and talk about each part
E. Go through many versions until it is perfect

A. Realize that there are a lot of other things you want to do before getting ready
B. Need to rush from another event or commitment
C. Arrive casually late because, “Why not?”
D. Call all your friends to find out what they are going to wear to the event
E. Spend time looking for the perfect outfit or how to make a great impression

Time Management Styles Activity
DIRECTIONS       Your instructor will read different options for each question.  Go to the part of the room 
that best matches you!  After the activity, spend a few moments answering the questions below.

1. Which time management style best describes you?

2. What are the advantages of this style?

3. What are the disadvantages of this style?

2B - Strategies for Time Management & Dependability
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Time Management Strategies

DIRECTIONS  Use the space below to take notes about what you learn during the presentation 
on time management strategies.

St
ra

te
gi

es
 fo

r M
an

ag
in

g 
Ti

m
e

One question I have:

Make a Plan:

It’s OK to say, “No”:

Sleep:

Exercise:

Be Flexible:

Don’t Put Things Off:

Set Goals:

Key Information

2B - Strategies for Time Management & Dependability
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Dependability Dilemma
DIRECTIONS  With your group, follow the steps on this worksheet to create a thoughtful 
response to the dependability dilemma.

Step 1. Read your dependability dilemma and write a brief summary of it.

Step 2. Brainstorm the best way to show a high level of dependability in this situation. Once you 
agree, use the template below to make a storyboard of your solution.

Beginning Middle
End

Step 3. Analyze your solutions.  Place a check by each element of dependability that you think is  
important in your group’s solution. Explain which element is the most important.

An
al

yz
e

Elements of Dependability

Step 4. Get ready to share your situation and your solution with one or two other groups.

o   Honesty
o   Problem-solving Skills
o   Hard Work
o   Organization Skills
o   Focus & Perseverance
o   Other: ___________________

Most Important Element  
of Dependability

2B - Strategies for Time Management & Dependability
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Dilemma
(Summarize the problem.)

Dependability Dilemma Presentation Tracking
DIRECTIONS  While the other groups are sharing, listen carefully and complete the chart below.

o   Honesty
o   Problem-solving Skills
o   Hard Work
o   Organization Skills
o   Focus & Perseverance
o   Other: ___________________

o   Honesty
o   Problem-solving Skills
o   Hard Work
o   Organization Skills
o   Focus & Perseverance
o   Other: ___________________

Identify the Elements
(Place a check next to the top  

two elements.)

Glow and/or Grow
(Write notes about what you liked 

and ideas for improvement.)

DIRECTIONS:  Read and answer the following questions.

1. Were there any elements of dependability that were used in most, or all, of the solutions? Which ones?

2. Which solution did you think was the best or most creative? Why?

3. Based on your group and others, which elements of dependability do you think are the most important?

2B - Strategies for Time Management & Dependability
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Mini-Interview Practice
DIRECTIONS  Your instructor will give you a card with a picture, number or symbol. Find the 
person whose card matches your card and have a conversation based on the information 
below.

Round 1 (1.5 Minutes):

Round 2: Role-Switching (1.5 Minutes):

Find your partners and discuss:

• Who do you depend on and for what?  
• Who depends on you?  
• What specific stories can you share with others 

as evidence that you are dependable?

• Re-approach your partner and do your best to 
communicate in a more formal and professional 
manner.

• Shake hands.
• Introduce yourself.
• Imagine your partner has asked you to describe 

a time when you were dependable.

You could say …

• I depend on _______________________________________
• I depend on _______________to ______________________
• My ________________________________ depends on me. 
• ____________________ depends on me for _____________

2B - Strategies for Time Management & Dependability
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Session Wrap-Up

Target Check-In

Read the learning target 
and check the rating that 
best matches how you 
feel.

1
Not sure ...

2
Working on it ...

3
Almost there ...

4
I can do it!

I can identify ways to be de-
pendable and professional. 

I feel this way because ...
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What Do You Think: 
Nonverbal Communication

What nonverbal communications and gestures do you see? 
What attitudes do think each photo shows?

Nonverbal Communication or Gesture Meaning

Yawn

Look into someone’s eyes

Avoid eye contact

Sit with arms crossed in front of body

Look down at feet

Play with hair

DIRECTIONS  Carefully complete the chart below.

DIRECTIONS  Read read the description of each nonverbal communication or gesture. Next to the 
nonverbal communication, write what it would mean to you. Keep in mind that there is not one right 
answer.  

3A - Professional & Positive Communication ?
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Tone Activity

Angry
Supportive

Bored
Interested

Excited

In addition to your body language, the tone of your voice can also strongly impact the words you say 
and your ability to communicate effectively. In this activity, we will practice speaking and hearing 
different emotional tones.

Part A - Whole Group 

DIRECTIONS        For each of the statements below, your instructor will call out different 
emotions or attitudes, and as a group, we will try to read the statement in that tone.

• “I am really very excited about being here.”
• “How can I help?”
• “I am listening.”
• “Thanks.”

Part B - Partner  

DIRECTIONS        Take turns reading the conversation below using the different tones in 
the box. 

Supervisor: I see you’re only just starting the project.

Intern: We’re running a little late.  The last project ran long, and I had to look back 
through my emails for your directions.

Supervisor: Okay. So how does this change the “finish by” time?

Intern: To be honest, some of that’s out of my hands.  There are three others working 
on this with me.

Supervisor: I’m aware of that, and that’s where good communication and coordination 
might be helpful. 

Intern: Great. Thanks. Which of us do you think should call a quick team meeting?

3A - Professional & Positive Communication



Commonwealth Corporation | Signal Success | STUDENT | 32

Practicing Active Listening
PART A: FISHBOWL 

DIRECTIONS          Listen as different pairs of volunteers model the key elements of active listening. Use the 
chart below to keep track of what you notice and ideas for more effective active listening practice.

Discussion Topic/Volunteers Active Listening Element They Modeled

Key Elements of Active Listening

Show you are listening by:
1. Making eye contact and nodding
2. Paraphrasing
3. Labeling emotions
4. Asking open-ended questions
5. Reflecting nonverbal cues back to  
    the speaker

Feedback for My Partner Feedback from My Partner to Me

My partner showed good active listening skills by:
• Making eye contact and nodding
• Paraphrasing
• Labeling emotions
• Asking open-ended questions
• Reflecting nonverbal cues back to the speaker

1 to 5, how would you score your partner in 
communication in a MA WBLP review? _____

Suggestions for improvement for my partner:

My partner showed good active listening skills by:
• Making eye contact and nodding
• Paraphrasing
• Labeling emotions
• Asking open-ended questions
• Reflecting nonverbal cues back to the speaker

1 to 5, how would you score your partner in 
communication in a MA WBLP review? _____

Suggestions for improvement for my partner:

PART B: PARTNER PRACTICE 

DIRECTIONS            Each person should take a turn talking. You can pick from the discussion topic cards 
to get ideas of what to say. Each person should also take a turn practicing strong active listening skills. 
After, complete the checklist below and share feedback with your partner about their listening skills.

3A - Professional & Positive Communication 
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 PART C: DEFINING ACTIVE LISTENING 

DIRECTIONS    Use the space below to record your own definition of active listening.

Mini-Interview Practice
DIRECTIONS  Your instructor will give you a card with a picture, number or symbol. Find the person 
whose card matches your card and have a conversation based on the information below.

Round 1 (2 Minutes):

Round 2: Role-Switching (2 Minutes):

Find your partners and discuss:

• How do you communicate best?
• What are some challenges you have faced when 

communicating with others? 
• How did you overcome the challenges?

• Re-approach your partner and pretend they are interviewing you. Do 
your best to communicate in your most professional manner.

• Shake hands.
• Introduce yourself.
• Imagine your partner has just asked you to describe a time you 

successfully used strong communication skills to contribute to a project 
or team. Explain your communication strengths in connection to the 
story.  

You could say …

• I communicate best when ______________________________.
• It is hard for me to listen when __________________________.
• I understand the most when ____________________________.
• I communicated well when I  ____________________________.

Examples Non-examples Symbol, picture or 
personal connection

Active Listening

3A - Professional & Positive Communication
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Round 1
Line up alphabetically by last name.

Round 2
Line up according to birth date, oldest first.

Round 3
Come up with your own Line up challenge category!

Team Challenge: Line Up!

DIRECTIONS:  Without speaking or writing anything down, complete the rounds of line up.  Then 
answer the questions.  Be ready to share. 

1. What was the most difficult part of this activity?

2. What strategy did the group come up with that allowed you to be successful?

3. In a group setting or an interview when might it be effective to pause and allow yourself to be 
silent? Why?

3A - Professional & Positive Communication 
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Session Wrap-Up

Target Check-In

Read the learning target 
and check the rating that 
best matches how you 
feel.

1
Not sure ...

2
Working on it ...

3
Almost there ...

4
I can do it!

I can demonstrate my un-
derstanding of professional 
communication by using 
effective nonverbal and verbal 
techniques.

I feel this way because ...

What I learned about myself ... How I will use what I learned ...
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What Do You Think: 
Written Communication

Examples of Personal  UseMethod of Written 
Communication

Examples of Professional Use

Text or Direct 
Message

Social Media 
Post

Email or  
Letter

____  to check in with a friend
____  to invite someone to an event 
           or party
____  to find out information
____  to let someone know you are 
           thinking of them

____  to provide a quick project update
____  to clarify a small question about 
           a project or assignment
____  to find out information
____  to provide information about a 
           meeting or event

____ to share details about your day 
          or evening
____ to let people know your opinion 
          of music, movie, food, etc. 
____  to express feelings, emotions or 
          general beliefs

____ to promote a product, event or  
          organization
____ to share information about work 
          or learning that you are doing 
____  to inform people about an  
           organization, a job or school

____ to tell someone about  
          important events in your life
____ to send detailed information 
          about plans, event, or products 
____  to ask someone to help you 
           with something

____ to provide detailed information 
          about a project or event
____ to learn more about a job, school 
          or scholarship 
____ to apply for a job or scholarship 
____  to ask for a reference

1. What other ways have you used written communication?

2. Think about a method of written communication that you have used for both personal and professional 
use.  How was your usage of this method different in each case?

3B - Effective Written Communication at Work 

DIRECTIONS        Place a check on the line next to each type of written 
communication that you have used. Then, answer the questions below.
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Strategies for Written Communication

3B - Effective Written Communication at Work

Writt
en 

vs. O
ral

Key Information

Texts

Emails &
 

Letters 

DIRECTIONS   Use the space below to take notes about what you learn during the presentation.

One question I have is:
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Tips for Writing a Professional Email
1.  Use descriptive subject lines.

• For example, avoid subject lines like: “Hi,” “Hey,” or “Monday”
• Instead try these types of subject lines: “Request for feedback,” “Update on research project,” 

or “Monday’s schedule and tasks”

2.  Be sure to address the person you are writing to by the appropriate name.

• If you work closely with the person, “Dear Tom” is fine, but if you only know them vaguely or 
are actually introducing yourself it needs to be, “Dear Mr. Cruise.”

3.  Begin the email with a friendly greeting.

• For example:  I hope that you are having a good week.

4.  Get right to the important items in the second sentence. 

5.  If you need something, phrase it as a request rather than a demand.

6.  Thank the person for help or information.

7.  Include a professional closing.

• For example: “Best Wishes,” “Best,” “Sincerely,” or “Regards”

8.  Consider using a signature to help people know who you are. 

• For example: Jane Smith, ABC High School student, email: jsmith@abchschool.edu, Phone num-
ber: 617-xxx-xxxx.

• Warning! If you include your cell phone, remember to set up your voice mail in a professional 
way.  For example: “Hi, you have reached Jane Smith.  I can’t come to the phone right now, but 
if you leave a message with your contact information, I will be sure to get back to you soon.”

9.  Re-read the email at least twice before sending it and be sure to fix grammar. 
Look for ways to make the email easier to read, like breaking different ideas into 
smaller paragraphs or using bulleted lists. 

10. Ask your supervisor for additional tips on how email communication works       
best within the organization.

3B - Effective Written Communication at Work 
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Make it More Professional

Dear ms. Snyder
Hello from Auburn, Massachusetts. ! My name is                      and i am a senior at                      I 
wanted to let you know that i am really interested in wrkin at Mass Parks Department and it is 
defiantly a nice lookin place. i have always thought that i am interested in biology and I am glad 
to c i will c animals. pls let me know when i can apply! 

Thanks,

Sent from my iPhone

Small Group Activity: Write a Professional Email

• Ask a teacher/professor/supervisor for an extension on a paper 
or assignment.

• Ask your supervisor for advice on how you can improve your 
skills.

• Ask a supervisor for time off for an upcoming vacation.

DIRECTIONS     Work together as a group to come up with ideas on how best to improve the email 
below. 

DIRECTIONS    Choose from the prompts below.  Work with your partner/group to complete the email 
on a separate piece of paper or a computer or tablet.  Use the tip sheet in this section to help you 
complete this task.

3B - Effective Written Communication at Work
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Session Wrap-Up

Target Check-In

Read each learning target 
and check the ratings that 
best match how you feel. 1

Not sure ...
2

Working on it ...
3

Almost there ...
4

I can do it!

I can demonstrate my un-
derstanding of professional 
communication by using 
effective nonverbal and verbal 
techniques.

I can communicate profession-
ally in writing. 

I feel this way because ...
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What Do You Think: 
Communication Situation - Jonah

1.) What went wrong?

2.) What could Jonah have done differently?

3.) How can Jonah get more support from Nia?

Jonah has worked as an IT help desk technician for a month. He works on a 
team with Marques and his team leader named Nia. Nia assigns Jonah five of 
the smaller departments to handle.  She assigns Marques the remaining three 
departments.  At the beginning of this week, Nia tells Jonah and Marques that 
the company will transition to a new server in 45 days.  She explains that they 
should prepare. 

Jonah begins to feel overwhelmed and frustrated. He often receives two 
simultaneous service requests in the same day and sometimes can only get to 
a problem the next day. Marques says he cannot help because he is working to 
prepare for the new server transition. 

Yesterday, Nia told Jonah that he is up for his 30-day review meeting. Jonah is 
worried. At the meeting, Nia mentions that department heads are complaining 
that he is slow. Jonah tells Nia, “It’s unfair because Marques just sits around 
and has less work.”  Nia wants to know what preparations Jonah has made for 

the transition project. Jonah says, “I don’t have time for that because I’m always running around trying to 
help people. Look, I’m sorry, but I don’t have time for this.  I have too much to do!” He then walks out of 
the meeting.

4A - Effective Communication For Different Audiences

DIRECTIONS  Carefully read the situation and answer the questions.
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What Do You Think: 
Communication Situation - Elijah

1.) What went wrong?

2.) What could Elijah have done differently?

3.) What could Carla have done differently?

Elijah is feeling frustrated. His friend Carla helped him 
get a job at a local clothing store. During his first week, 
Carla offered to help Elijah. Elijah is struggling on the 
cash register and could use some tips. Carla has said 
she will find time to help him, but several weeks have 
gone by and she has been too busy. 

Yesterday Elijah’s supervisor told him he really needs to 
get faster on the register. Elijah was starting to worry 
that he might lose his job. So, Elijah asked Carla to help 
him. Carla said she had to finish putting out some new 
stock. Elijah exploded: ‘You don’t care about helping 
me at all. You are such a liar! You have been promising 
to help me, and it’s never going to happen.” 

In return Carla got very angry, and replied, “You are so 
selfish and ungrateful! I practically got you this job, and now you want me to drop whatever I am 
doing, just because you are too slow to figure out the register.”

4A - Effective Communication For Different Audiences

?

DIRECTIONS  Carefully read the situation and answer the questions.
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Strategies for Effective Communication 

General Tips

Key Information

Effective 

Communication

Understa
nding 

Role & Purpose

DIRECTIONS   Use the space below to take notes about what you learn during the presentation.

One question I have is:

4A - Effective Communication For Different Audiences
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Communication with Different Audiences
DIRECTIONS  Choose from the situations below and work with your partner to practice what you would 
need to say. Consider all the communication tips from the class discussion. Record the important points 
on the lines below.

• Your friends keep coming to your workplace. You know your boss does not like it.
• You need to tell a coworker that they are making you stay later during closing because they are always 

on their cell.
• The bus is running late or your car broke down and you will be late to work.
• You need to ask a coworker to cover a shift for you.

4A - Effective Communication For Different Audiences
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Group Practice: What Would You Say?

Situation 1: Manager and Employee

Type of Communication Summarize the Conversation What was the outcome 

Ineffective-Passive

Ineffective-Aggressive

Effective

• low energy
• blaming
• apologetic
• few ideas
• listening, but 

not showing you 
understand

• I lose - you win 
attitude

• in control
• calm, listening, self-

confident
• accepts responsibility
• exchange of ideas
• actively listening and 

showing that you 
understand

• I win - you win 
attitude

• out of control
• attacking, blaming
• put downs
• interruptions
• refusing to listen
• I win - you lose 

attitude

Ineffective-Passive
Communication

Effective
Communication

Ineffective-Aggressive
Communication

DIRECTIONS  Read over each of the role play starters.  Work with your partners to practice each  of the 
different conversation situations.  See how the conversations go differently when you use passive or 
aggressive communication.  Then practice using effective communication. Use the tables to take notes on 
your role plays.

4A - Effective Communication For Different Audiences
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Situation 2: Coworkers

Type of Communication Summarize the Conversation What was the outcome 

Ineffective-Passive

Ineffective-Aggressive

Effective

Situation 2: CUSTOMER AND EMPLOYEE

Type of Communication Summarize the Conversation What was the outcome 

Ineffective-Passive

Ineffective-Aggressive

Effective

Hi, Angela. I just wanted 
to see how your first day 

went...

It was great!
This job is

sooo easy ...

Hmmm. I noticed that 
some of your files were 
in the wrong format. I 
can show you a good 
way to remember the 

procedure.

Excuse me! I asked for diet, and 
this is regular! I think I should get 
my whole  meal for free because 
you messed up my drink order ...

4A - Effective Communication For Different Audiences
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What Would You Say?

• low energy
• blaming
• apologetic
• few ideas
• listening, 

but not 
showing you 
understand

• I lose - you 
win attitude

• in control
• calm, listening, self-

confident
• accepts responsibility
• exchange of ideas
• actively listening and 

showing that you 
understand

• I win - you win 
attitude

• out of control
• attacking, blaming
• put downs
• interruptions
• refusing to listen
• I win - you lose 

attitude

Ineffective-Passive
Communication

Effective
Communication

Ineffective-Aggressive
Communication

How you communicate depends on who you are talking to (your audience) and what you are talking 
about (the situation).

DIRECTIONS   The instructor will give your group a situation  Take a moment to read it over 
carefully and then work with your group through all steps of this activity.

1. Summarize the situation into a phrase or single sentence.

2. With your group, discuss ...
a.  What tone of voice would you use?
b.  What is your body language? How will you hold your arms, legs, etc.?
c.  How will the other person know you are actively listening?
d.  Brainstorm a few ways to handle the situations, including what will be said.

DIRECTIONS  Read each of the situations. Compare and contrast how you would approach the 
communication based on the audience and the situation . 

4A - Effective Communication For Different Audiences
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3. Use the space below to write down one ineffective and one effective way to communicate in 
this situation.

Situation Notes 

Ineffective Communication Possible Consequence

What will it look like:

What will be said:

Effective Communication Possible Consequence

What will it look like:

What will be said:

4. Choose a reporter to share out the main points from the group discussion. Discuss what you will share 
with the rest of the groups.  

Our Reporter is:

4A - Effective Communication For Different Audiences
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Session Wrap-Up

Target Check-In

Read the learning target 
and check the rating that 
best matches how you 
feel.

1
Not sure ...

2
Working on it ...

3
Almost there ...

4
I can do it!

I understand that effective 
communication requires dif-
ferent strategies for different 
audiences and goals. 

I feel this way because ...

Communication is one of the employability skills in the MA WBLP.  Based on your  
performance, you can receive a 1 to 5 score, where 1= Improvement plan needed and 

5=Advanced.  Use the space below to plan how you could receive a strong rating.
Criteria for  
Communication 
rating

• Communicating professionally and effectively orally and in writing for different audi-
ences
• Demonstrating strong listening and responding positively to feedback

Two components 
that you are strong 
in ...

One area that you 
need to work on 
and some possible 
strategies ...
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What Do You Think: 
 Root Causes in Conflict  - Andres & Dahlia

DIRECTIONS     Read through the situation and work with your partner to 
answer the questions.

Andres and Dahlia both work part-time in the office of a local nonprofit 
organization. Andres used to work on Tuesday and Thursday, but their 
manager Scott recently changed the schedule.  Now Andres and Dahlia both 
work Monday, Wednesday and Friday.

They share a cubicle and have to work together a lot on different projects. 
Andres is pretty sure that Dahlia does not like working with him. He is sick of 
her being so difficult.

1. Which root cause(s) of conflict are present in Andres and Dahlia’s story? Describe the specific 
causes.

2. What could Andres do differently?

3. What could Dahlia do differently?

• Poor communication or different communication styles
• Different values or interests• Mismatched personalities• Competition for resources (space, work hours, promotions)• Lack of effort or quality work

Common Root Causes of Work Conflict

meeting. I

4B - Addressing Challenging Situations
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DIRECTIONS  Read through the situation and work with your partner to 
answer the questions.

John and Damon work part-time at a construction site.  John used 
to work on Tuesday and Thursday, but the site supervisor, Saul, 
recently changed the schedule so both he and Damon work Monday, 
Wednesday and Friday.

Even though John and Damon come from the same neighborhood, 
neither of them ever imagined themselves working together.  With 
the old schedule, they never saw each other at work.  But now they 
have to work together on the same crew and sometimes side by side.  
Damon is pretty certain that John doesn’t like working with him.  John 
thinks the same thing about Damon.

1. Which root cause(s) of conflict are present in John and Damon’s story? Describe the specific causes.

2. What could John do differently?

3. What could Damon do differently?

• Poor communication or different communication styles
• Different values or interests• Mismatched personalities• Competition for resources (space, work hours, promotions)• Lack of effort or quality work

Common Root Causes of Work Conflict
What Do You Think: 

 Root Causes in Conflict  - John & Damon

Saul

4B - Addressing Challenging Situations
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Root Causes in Conflict (Continued)

• Poor communication or 

different communication 

styles
• Different values or interests

• Mismatched personalities

• Competition for resources 

(space, work hours, 

promotions)

• Lack of effort or quality 

work

Common Root Causes of 

Work Conflict

DIRECTIONS  Take a moment to think about experiences that you have had with conflict in 
the workplace. If you haven’t worked much, focus on your experience working with others on 
school projects, sports teams, and after-school activities. Answer the following questions and 
be ready to discuss with a partner.

1.) Pick one work-based conflict that you have had and summarize it.

2.) Which of the common root causes do you think played a role  
      in the conflict you summarized above?

3.) How did you handle the situation and what was the outcome?

Positive choices I made during this conflict ... Positive choices other(s) made during this conflict ...

Ways I could have handled this situation better ... Ways other(s) could have handled this situation better ...

4.) Complete the chart.

4B - Addressing Challenging Situations
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Exploring Approaches to Conflict
DIRECTIONS  You and your partner(s) will be given a situation. Visit each of the five conflict 
stations and discuss how the responding person in the situation would act based on that 
station’s conflict resolution style. When you have visited all of the stations, work with your 
partner to answer the questions below.

1.) Summarize your situation.

2.) For your situation, which of the approaches felt most effective? Why?

3.) For your situation, which of the approaches felt least effective? Why?

4B - Addressing Challenging Situations
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Effective Self-Advocacy with Colleagues  
and Supervisors: Rachel’s Story

Rachel needs to ask her supervisor for time off for an upcoming week-
end.  In the past, Rachel’s supervisor has been willing to give her time 
off with advance notice. Rachel worries that this time might be more of 
a problem because she needs a weekend off.  Rachel was hired large-
ly because of her weekend availability.  She knows that the weekend 
schedule can often be difficult. 

Rachel should NOT ...Rachel should ...

DIRECTIONS      Carefully read the situation and complete the chart by filling in suggestions about 
what Rachel should and should not do.. 

4B - Addressing Challenging Situations
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Strategies for Workplace Communication 

Key Information

Th
e 

DA
N

CE
 S

tr
at

eg
y

DIRECTIONS   Use the space below to take notes about what you learn during the presentation.

One question I have is:

4B - Addressing Challenging Situations
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Effective Self-Advocacy with Colleagues and Supervisors

D
(Describe the situation.)

A
(Advocate around the specific emotions or feelings you have about the situation.)

N
(Name what you want or need in clear terms.)

C
(Call attention to how you plan to repay the favor.)

E
(Express appreciation for their time and consideration.)

(Rewrite your situation here.)

DIRECTIONS     Your instructor will give your group a workplace situation.  Read it over and write 
down the key ideas of what you would say or do for each part of the DANCE Strategy. Prepare to role-
play your situation for the larger group.

4B - Addressing Challenging Situations
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Session Wrap-Up

Target Check-In

Read each learning target 
and check the ratings that 
best match how you feel. 1

Not sure ...
2

Working on it ...
3

Almost there ...
4

I can do it!

I understand that effective 
communication requires dif-
ferent strategies for different 
audiences and goals.

I can demonstrate professional 
communication to advocate 
for myself or address conflict.

I feel this way because ...

I used to think

But now I think
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The teamwork style that I connect most to is  _________________________________because _____________
__________________________________________________________________________________________
__________________________________________________________________________________________

55A - The Importance of Collaboration & Teamwork

DIRECTIONS  Visit the stations around the room and take the cards that match your opinions. Add up the 
number of cards you picked of each style and write the number on the lines next to the pictures. Then, com-
plete the writing prompt below.

What do you think: 
Teamwork Stations Survey 

Understanding your Results
There are no wrong or right results.  Most people will find that they identify more with two or three of the 
teamwork styles.  Remember, even if you connect best with certain styles, you can still contribute to a team in 
other ways.  In work and life, it is all about using your strengths to overcome challenges and decide how you 
want to grow!

 
The Facilitator: ____________  

open to everyone’s ideas, looks 
to build consensus, and wants 
any project to reflect the group’s 
efforts. 

The Planner: _______________

likes to organize and design, can 
prioritize what needs doing now 
versus later, and willing to listen 
as well as delegate

 
The Communicator: _________

always ready to talk about ideas 
and  give positive feedback, seen 
as a good listener, and often has 
a good sense of humor

The Worker: ________________ 

likes a clear plan, is dependable, 
takes pride in their work, and 
wants to others to work hard too

The Collaborator: ___________

likes working with others, willing 
to pitch in and help out, and 
looks to connect with team-
mates

The Questioner: _____________

not afraid to ask the tough ques-
tions or disagree with leadership, 
and often pushes a team to be 
creative and take some risks
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Collaboration Roles in Specific Work Settings
DIRECTIONS

Your instructor will give you a situation.  Work with your partner to summarize the situation and 
discuss what each type of team player may be able to contribute to the specific task or project.  
Also discuss what challenges different types of team players might encounter during this project.

Ways to contribute Challenges

Worker

Ways to contribute Challenges

Planner

Ways to contribute Challenges

Communicator

Ways to contribute Challenges

Questioner

Ways to contribute Challenges

Collaborator

Ways to contribute Challenges

Facilitator

    5A - The Importance of Collaboration & Teamwork
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You are about to complete a team challenge that requires teamwork.  Many careers require you to work 
with people from diverse backgrounds. Part of being an effective team member is recognizing each other’s 
strengths as well as challenges.  What actions or attitudes do you think would impress a supervisor observ-
ing a team work together?   

Partner Activity: Exploring the Benefits of Diverse 
Workplace Teams  

DIRECTIONS      You and your team members will work together to make a drawing using 
the elements on the cards provided. There will be two rounds.  Listen to the instructions 
carefully.

Rules:
• You can only use the drawing elements  on your 

card.
• You must work with your team. 
• Your picture must show a scene of a person at 

work. 
Round 1 Drawing: Round 2 Drawing: 

Part A: 

55A - The Importance of Collaboration & Teamwork
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DIRECTIONS      You and your team members will work together to brainstorm some of the benefits of 
working on different teams in different settings. Your instructor will give you a setting. Take notes and 
answer the questions about your experience.

Setting: ___________________________________________

1. What are the advantages of having workers of different ages, backgrounds, genders, training, 

etc. on the team in your setting? 

 

 

 

 

2. What might happen if some of these perspectives were missing in this setting?

3. How can different perspectives make a project better?

Exploring the Benefits of  
Diverse Workplace Teams 

Part B: 

Self-Rating: if an employer or professor 
had been observing me during this session,  
I think they would have given me a ...

because ...

             out of 5 for my collaboration

    5A - The Importance of Collaboration & Teamwork
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Session Wrap-Up

Target Check-In

Read the learning target 
and check the rating that 
best matches how you 
feel.

1
Not sure ...

2
Working on it ...

3
Almost there ...

4
I can do it!

I can identify how I work best 
in collaborative settings and 
try new strategies to be more 
effective.

I feel this way because ...

I used to think

But now I think
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What Do You Think:  
Networking Case Study  - Adriane 

DIRECTIONS  Read the situation below. Give Adriane advice on how she can get the information she 
needs. 

1. How can Adriane get in contact with Dwayne? 

2. Once she is able to contact him, what should she say? 

3. In your group, develop a list of three strategies that might be used when looking for a job.

4. How could Adriane network using:

1. 

2. 

3. 

1. An event:

2. Her school resources:

3. Social media:

Adriane is very interested in working in robotics.     In her 
technology class, they are going on a job shadow trip. Her 
teacher mentions that her brother, Dwayne, works at a robot-
ics firm in Framingham, MA. Adriane wants learn more about 
programming and automation, and hopes to obtain a part-
time job. She knows Dwayne would be a good person to talk 
to, but she doesn’t know how to make that happen. 

    5B - Communication & Collaboration for Networking
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What Do You Think: 
 Networking Case Study  - April

DIRECTIONS       Read the situation below. Give April advice on how she can get the 
information she needs. 

1. How can April get in contact with Will? 

2. Once she is able to contact him, what should she say? 

3. In your group, develop a list of three strategies that might be used when looking for a job.

4. How could April network using:

1. 

2. 

3. 

1. An event:

2. Her school resources:

3. Social media:

April is very interested in working in the green tech field. 
In her intro to sustainable energy class, she’s learned 
about wind, solar and geothermal energy.  Her teacher 
mentions that his brother, Will, works at a green tech firm 
in the area. April would love to get some hands-on expe-
rience, and potentially obtain a part-time job. She knows 
Will would be a good person to talk to, but she doesn’t 
know how to make that happen. 

5B - Communication & Collaboration for Networking
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What is Networking 

Key Information

N
et

w
or

ki
ng

 

DIRECTIONS   Use the space below to take notes about what you learn during the presentation.

One question I have is:

    5B - Communication & Collaboration for Networking
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How can I use my network?1

DIRECTIONS  Watch the TED talk video and answer the following questions.

  1 Video: http://ed.ted.com/lessons/networking-for-the-networking-averse-lisA -green-chau#watch

1. What are some benefits of networking?

2. What are Katherine’s three steps to successful networking?

3. What are some good strategies for meeting new people?

4. How have you used networking in the past?

5. What is one question you have about networking?

5B - Communication & Collaboration for Networking
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Mini-Interview Practice
DIRECTIONS  Your instructor will give you a card with a picture, number or symbol. Find the 
person whose card matches your card and have a conversation based on the information 
below.

Round 1 (2 Minutes):

Round 2: Role-Switching (2 Minutes):

Find your partners and discuss:

• How do you handle working with new people?
• What are some challenges you have faced when 

collaborating with others? How did you overcome 
the challenges?

• Re-approach your partner and pretend they are 
interviewing you. Do your best to communicate in 
your most professional manner.

• Shake hands.
• Introduce yourself.
• Imagine your partner has just asked you to describe a 

time you successfully worked with someone new by 
communicating effectively.  Explain your strengths as 
a communicator and a team member.  

You could say …

• I am a good collaborating when ______________________________.
• It is hard for me to work on a team when_______________________.
• I use my communication skills on a team by ____________________.
• When someone new joins my team, I   ________________________.

    5B - Communication & Collaboration for Networking
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Building Relationships: Showcasing Your 
Best and Expressing Your Need 

DIRECTIONS  Develop and practice your elevator speech with a partner.

1. Introduce who you are and what you do.

2. Give examples of what problems you have solved or contributions you have made.  (The 
skills and qualities AND the experiences that demonstrate these skills.)

3. Tell why you are interested in your listener.

4. After you give your elevator pitch, what response do you want to get? Do you want a 
business card, a referral, or an interview after your elevator speech?

Partner’s feedback
What did you do well? What will you need to change to be more effective?

Sample Elevator Pitch:

“Hi, my name is Christopher Ruiz. I am currently a senior attending Everett 
High School. I am interested in business. I volunteered with the school store 
throughout my sophomore year. Last summer, I completed an internship with 
the Museum of Science. I am hoping to find an internship in a biotech firm this 
summer. I also have an interest in chemistry and I’m finding that I am very good 
at problem-solving in business. In the future, I am hoping to combine these two 
very different disciplines and find a career that includes them both.”

5B - Communication & Collaboration for Networking

An “elevator pitch” is a brief, persuasive speech that you use to spark interest 
in you, a project, or an idea. A good elevator pitch should last no longer than 
20 to 30 seconds. It should be informative and make the listener want to know 
more. 
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Session Wrap-Up

Target Check-In

Read the learning target 
and check the rating that 
best matches how you 
feel.

1
Not sure ...

2
Working on it ...

3
Almost there ...

4
I can do it!

I understand that networking 
is a powerful strategy that re-
quires strong communication 
and collaboration.

I feel this way because ...

Think about one goal that you have that could be supported by networking  
with other people. 

My Goal..

Two Next Steps ...

One Obstacle and 
some possible solu-
tions ...
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What Do You Think: 
 Quote Activity

DIRECTIONS       Read each of the following quotes.  Circle the one that you 
find most interesting.  Use the space below to explain your selection.  

“You cannot shake hands with 
a clenched fist.”1

“They may forget what you 
said, but they will never forget 

how you made them feel.”2

“The most basic of all human 
needs is the need to understand 

and be understood.  The best 
way to understand people is to 

listen to them.”3

“If there is no struggle, there 
is no progress.”4

________________ 
 1 Indira Gandhi (1st female Prime Minister of India - 1980-1984)
  2 Carl W. Buechner (Presbyterian Minister and Author)
  3 Ralph Nichols (English badminton player)
  4 Frederick Douglass (Author, abolitionist, former slave)

6A - Collaborating to Build Effective Relationships
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Analysis of a Workplace Situation
DIRECTIONS      Your instructor will give you a situation.  Work with your partner to summarize the 
situation and discuss what parts of the situation contain the potential for conflict and which parts have 
the potential for teamwork.  Make a recommendation as to how the two people should handle the 
situation.

Potential for Conflict

Final Recommendation

Potential for Teamwork

Summary of situation:

6A - Collaborating to Build Effective Relationships
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Building Positive Relationships
DIRECTIONS  Use the space below to take notes about what you learn during the presentation on strategies.

One question I have is:

Key Information

My top two strategies for strong workplace relationships:

1.

2.

Creating & 

Nurtu
ring 

Positi
ve 

Relationships

Addressin
g 

Conflict

6A - Collaborating to Build Effective Relationships
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You are about to complete a group challenge in which you have to work well with others while handling 
time pressures.  Most jobs require teams to deal with difficult deadlines or challenging time lines at least 
some of the time.  What actions or attitudes do you think would impress a supervisor when her employees 
have to deal with collaboration and time pressures?  

DIRECTIONS    Your instructor will give you two building tools 
(spaghetti and tape). Your team’s job is to construct a free-
standing tower that can support a marshmallow at the top.    

Marshmallow Tower

1. How did your group communicate?

2. What worked well in your group?

3. What could you have done differently to help the group collaborate better within the allotted 
time?

4. How might your group improve their design?

6A - Collaborating to Build Effective Relationships

Rules:

• Your team will have 18 minutes to plan and build.
• You cannot use the tape to secure your structure to a table, 

wall, ceiling or anything else not listed in the materials.
• You may break the tape and spaghetti but the marshmallow 

must remain whole.
• You do not have to use all the materials.    
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Self-Rating: if an employer had been 
observing me during this session,  
I think they would have given me a ...

because ...

             out of 5 for my collaboration

• This experience reminded me of …
• The way that I demonstrated collaboration was ...
• The activity connects to work/school/etc. because …
• If we changed our approach to ________ then …

• What do you think would happen if your team changed … ?
• How do you think your team’s approach was similar/differ-

ent to … ?
• What does our solution say about how our group communi-

cated? 

• To solve the challenge, we …
• After today’s activity, I understand that …
• The thing that I am most proud of is …

Experience Debrief Discussion 
DIRECTIONS:  Now that you have had some time to think through the debrief questions, we are going 
to discuss the project as a whole group.  Use the table below to help you come up with ideas about 
what to say.

6A - Collaborating to Build Effective Relationships
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Session Wrap-Up

Target Check-In

Read the learning target 
and check the rating that 
best matches how you 
feel.

1
Not sure ...

2
Working on it ...

3
Almost there ...

4
I can do it!

I can use positive strategies to 
develop and maintain effective 
relationships in the workplace.

I feel this way because ...

What I learned about myself ... How I will use what I learned ...
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What Do You Think:  
What is a Mentor?

DIRECTIONS  What you know about mentors and mentoring? Who can be a 
mentor?  What does a mentor do?  Why have a mentor?  How do you find one?

Your Ideas Notes on your partner’s Ideas

What characteristics do 
you think an effective 
leader and an effective 
mentor share?

In what ways do you 
think a mentor and a 
leader might differ?

Partner Share: Leadership and Mentorship

DIRECTIONS  In the ovals below, record your thoughts in response to the prompts focusing on the 
relationship between a mentor and a leader.  When directed, share your ideas with your partner.  Then 
listen to your partner’s ideas and take notes in the rectangles.  Listen for different ideas or different 
ways of expressing a similar idea. 

6B - Making the Most of Workplace Mentors
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Mentors and Mentorships

6B - Making the Most of Workplace Mentors

Making 

Mentors

Key Information

Finding & 

Keeping 

Mentors 

Disti
nguishing 

between Informal 

& Formal M
entors 

DIRECTIONS   Use the space below to take notes about what you learn during the presentation.

One question I have is:



Commonwealth Corporation | Signal Success | STUDENT | 78

Case Study Challenge - Adam

Adam is stressed out.  

He works on a team that handles the data entry and archiving  
for a Holyoke based finance corporation. On any given day, he 
might complete data entry, or file the various contracts, jour-
nals, and ledgers for the company.  On other days, he scans, 
catalogs, and ships the older files to the archives. Everyday, 
Adam is responsible for creating a spreadsheet of the files 
entered and those he sent to the archives. 

The business policy is clear that each employee is  
responsible for entering their own spreadsheet, as a way of  
insuring accuracy and accountability.  Natasha, one of his  
coworkers, keeps asking him to do her spreadsheet as well.   
The first couple of times she asked him to help and fill out the 
spreadsheet, Adam didn’t think it was a big deal.  Now, how-
ever, she just hands him a scrap of paper with her files listed 
on it.  When he tried to protest, she told him just to help her 
out and stop worrying.

Adam does worry though because if he is caught then he  
could be in as much trouble as Natasha.  He decides to ask 
Jacob for advice.  Jacob is one of the longtime clerks.  He and  
Adam have a pretty good friendship at work.  Adam sees him 

as a mentor, yet he doesn’t know how to start the conversation.  He’s concerned that Jacob might be disap-
pointed in him or simply expect him to handle this situation on his own.
 

DIRECTIONS  Read through the following case study and answer the questions on the next page.  
Be ready to share out your suggestions of how Adam might seek advice.

6B - Making the Most of Workplace Mentors
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Case Study Challenge Questions

  

Is Jacob the right person for Adam to approach? Explain.  Who else might Adam speak to 
about this situation?

How would you suggest Adam begin this conversation?  What could he say?  What 
shouldn’t he say?

Jacob is the right person because ... __________________ is another person Adam 
could approach because ...

Adam could say ... Adam shouldn’t say ...

1. Is Jacob a formal or informal mentor? Why?

2. Do you have mentors in your life? Who are they and how do they act as mentors to you?

6B - Making the Most of Workplace Mentors
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Case Study Challenge - Aaron

Aaron is stressed out about his job.  

He works on a team of stocking and shipping clerks at a large university bookstore.  On any 
given day, he might be pricing and stocking the shelves with books, clothing, and school 
supplies.  On other days, he boxes up and ships returns and overstock.  Every day, however, 
he is responsible for entering data on how many items he either priced or shipped.

The bookstore’s policy is very clear that each employee is responsible for entering their 
own numbers as a way of insuring accuracy and accountability.  Sharon, one of his cowork-
ers, keeps asking him to do her data entry as well. The first couple of times she asked him 
to record her numbers, Aaron didn’t think it was a big deal.  Now, however, she just hands 
him a scrap of paper with her totals on it.  When he tried to protest, she told him just to 
help her out and stop worrying.

Aaron does worry though because if he gets caught then he  could be in as much trouble as 
Sharon.  He decides to ask Jaquan for advice.  Jaquan is one of the longtime clerks.  He and  
Aaron have struck up a pretty good friendship at work.  Aaron sees him as a kind of mentor, 
yet he doesn’t know how to start the conversation.  He’s concerned that Jaquan might be 
disappointed in him or simply expect him to handle this situation on his own.

Is Jaquan the right person for Aaron to approach? Explain.  Who else might Aaron speak to about this situa-
tion?

Jaquan is the right person because ... __________________ is another person Jaquan 
could approach because ...

How would you suggest Aaron begin this conversation?  What could he say?  What shouldn’t he say?

Aaron could say ... Aaron should not say  ...

DIRECTIONS    Read through the following case study and answer the two questions below.  Be ready to 
share out your suggestions of how Aaron might seek advice.

6B - Making the Most of Workplace Mentors
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Mini-Interview Practice
DIRECTIONS  Your instructor will give you a card with a picture, number or symbol. Find the person 
whose card matches your card and have a conversation based on the information below.

Round 1 (2.5 Minutes):

Round 2: Role-Switching (2.5 Minutes):

Find your partners and discuss:

• What do you look for in a mentor at work?
• What do you want to learn from a mentor?
• How have you used mentors in the past?

• Re-approach your partner and pretend they are 
interviewing you. Do your best to communicate in your 
most professional manner.

• Shake hands.
• Introduce yourself.
• Imagine your partner has just asked you who your 

mentor is.

You could say …

• At work, my mentor will teach me _______________________.
• Mentors are helpful for me because ______________________.
• I look for mentors when  _______________________________.
• My current mentor is __________and they are teaching me ___.

6B - Making the Most of Workplace Mentors
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Session Wrap-Up

Target Check-In

Read the learning target 
and check the rating that 
best matches how you 
feel.

1
Not sure ...

2
Working on it ...

3
Almost there ...

4
I can do it!

I can use positive strategies to 
develop and maintain effective 
relationships in the workplace.  

I feel this way because ...

Think about one goal that you have that could benefit from the support of an informal or 
formal mentor and complete the table below. 

My Goal..

Two Next Steps ...

One Obstacle and 
some possible solu-
tions ...
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What Do You Think: 
What Motivates you?

DIRECTIONS  Write three ways you are motivated (people, places, things, sayings, etc.) and how 
they keep you moving forward.

Way 1

Way 3

Way 2

7A - Motivation & Workplace Evaluation
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Partner Activity: Casey’s Evaluation

1. If Casey’s manager had to decide right now, what do you think his chances would be of being asked to 
take a regular part-time position? Explain.

2. What can Casey do to improve?

   DIRECTIONS        Read Casey’s story, review his MA WBLP evaluation, and answer the 
questions.

Skill

1
Performance 
Improvement 

Needed

2
Developing

3 
Competent 

4
Proficient

5
Advanced

Attendance & Punctuality x

Motivation & Initiative
x

Communication x

Teamwork & Collaboration x

Critical Thinking & Problem-solving x

Workplace Policy, Culture, & Safety x

7A - Motivation & Workplace Evaluation

Casey has a job placement with a local green tech firm working on a solar panel  
installation crew.  He’s about halfway through the program, and he feels things are going pretty well.  He even 
began to look into the Renewable Energy/Energy Efficiency certificate at his local community college.  He 
knows he’s had trouble getting to work on time.  The firm is not on a bus line. So, he relies on his family to get 
him to work, and they sometimes run late.  Casey also knows that he is naturally shy. Working on a crew and 
talking with other people can be a challenge.
His manager just told him that at the end of the program she will probably have enough room in the sched-
ule to offer one or two young people regular part-time jobs.  Casey would really like to be able to keep work-
ing, but he also knows that most of the other people in his program feel the same way.  He decides to look 
over his last evaluation to figure out what he can do to improve. He wants to have the best chance at being 
offered a regular part-time position.
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Workplace Evaluations
DIRECTIONS    Use the space below to take notes about what you learn during the presentation on 
workplace evaluations. 

Key Information

Evaluations
Questions

Feedback

I think an employer would value ... because ...

Workplace Evaluations
DIRECTIONS    Examine the WBLP evaluation form and write down three reasons an employer may 
use these skills and record one question that you have.

One question I have:

7A - Motivation & Workplace Evaluation
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 Evaluating Others - Arjun
Arjun’s Story (Phlebotomist)
Arjun has been employed as a phlebotomist in Arlington, MA for six months. His sched-
uled shift begins at 6:30 and ends at 2:30. On several occasions, Arjun has arrived late and 
has taken an extended lunch. Often he needs to work with the other staff to adjust his 
draw list because of these changes in his schedule. His supervisor has spoken to him about 
this and Arjun has told him he will correct these behaviors. He still has not.

Arjun prides himself on always having the right tube for the test needed.  His coworkers 
have come to him sometimes to borrow a lavender or blue top tube when they’ve run out 
or forgotten to restock their bags.  

His patients find Arjun to be very gentle and efficient, but they also remark on how little he says when he 
comes in the room to draw blood.  Some have even described him as cold or distant.

1. If you were Arjun’s supervisor, what ratings would you give him?

2. Choose one skill that you rated Arjun a 3 or above, justify why he received this score.

3. Choose one skill that you rated Arjun a 3 or below, explain why he received this score and give an  
             example of how Arjun can improve his score. 

Skill

1
Performance 
Improvement 

Needed

2
Developing

3 
Competent 

4
Proficient

5
Advanced

Attendance & Punctuality

Motivation & Initiative

Communication

Teamwork & Collaboration

Critical Thinking & Problem-solving 

Workplace Policy, Culture, & Safety

Customer Service

Medical Office Skills

7A - Motivation & Workplace Evaluation
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Evaluating Others - Lizzie
Lizzie’s Story (Fry/Sauté Cook)
Lizzie is a fry/sauté cook at an Italian restaurant near Quincy.  The chef and sous chef like 
her because she is always on time, has strong communication skills, and learns quickly.  
Recently, the sous chef noticed that she seemed distracted and unhappy.  He wasn’t too 
concerned because she continued to get her work done.  

A coworker, however, observed Lizzie chewing gum while preparing the day’s batter and 
breading. The coworker confronted Lizzie about not following the kitchen rules. Lizzie  
responded by saying, “Mind your business. I am better at this job than anyone else here.”  
Lizzie does not get along with the majority of the other kitchen staff.

1. If you were Lizzie’s supervisor, what ratings would you give her?

2
Needs 

Development

1
Improvement 
Plan needed

Skill

Attendance and Punctuality

3
Competent

Workplace Appearance

Accepting Feedback

4
Proficient

Motivation and Initiative

5
Advanced

Understanding Rules & Safety

Speaking

Listening

Interacting with Coworkers

Customer Service

Time Management

2. Choose one skill that you rated Lizzie a 3 or above, justify why she received this score.

3. Choose one skill that you rated Lizzie a 3 or below, explain why she received this score and give an  
             example of how Lizzie can improve her score. 

7A - Motivation & Workplace Evaluation
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 Evaluating Others - Paula
Paula’s Story (Law Intern)

Paula is interning at a law firm in Lexington, MA.  Her boss and the law clerks like her.  
They agree that she arrives on time, has good communication skills, and learns quick-
ly.  Paula’s favorite part of the job is delivering documents to the courthouse.  She soon 
learned where the different offices are located.  At the courthouse, she gets to talk to  
other people working in law.  Sometimes these conversations go long and put her and 
other people behind in their schedules.

Since she’s in and out of the office on errands, she finds wearing casual clothes more 
convenient.  Recently, one of the partners noticed she wore jeans despite the work policy.   

The next day, one of the law clerks overhead Paula talking about a current case on the phone. She spoke with 
Paula about client confidentiality and not following procedure. Paula responded by saying, “Mind your busi-
ness. You know I’m better at this job than any of the other interns.” 

1. If you were Paula’s supervisor, what ratings would you give her?

2. Choose one skill that you rated Paula a 3 or above, justify why she received this score.

3. Choose one skill that you rated Paula a 3 or below, explain why she received this score and give an  
             example of how Paula can improve her score. 

Skill

1
Performance 
Improvement 

Needed

2
Developing

3 
Competent 

4
Proficient

5
Advanced

Attendance & Punctuality

Motivation & Initiative

Communication

Teamwork & Collaboration

Critical Thinking & Problem-solving 

Workplace Policy, Culture, & Safety

Customer Service

Active Learning

7A - Motivation & Workplace Evaluation
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Session Wrap-Up

Target Check-In

Read the learning target 
and check the rating that 
best matches how you 
feel.

1
Not sure ...

2
Working on it ...

3
Almost there ...

4
I can do it!

I know what motivates me in 
the workplace and I can use 
critical feedback and evalu-
ations like the MA WBLP to 
drive my growth.

I feel this way because ...

I used to think

But now I think
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 What Do You Think:
Feedback

Jose’s Presentation:

I was born on May 9th, 2000 in Lincoln, Massachusetts. I love singing and music. The 
most important people in my life are my family, and friends. I want a career that in-
volves entertaining other people. I like communicating with people and making them 
feel good.  

I believe that I have the courage to do anything. So I count perseverance and determination as strong skills I 
have.  The entertainment industry is very hard, and people do not always make it so it is important to have 
these skills. Employers will like this because I am willing to start at the bottom and work my way up. 

I know I want to go to a four-year college. I learn best by doing hands on work, so I think my ideal school will 
be in Los Angeles or New York City. I believe I can build a stronger network there  and meet people who will 
help me. I always look for opportunities when there is a production in Massachusetts.  I have already worked 
as an extra to get to know people and add to my resume.  

I need to have people who are positive in my life.  This will help me find a mentor and accomplish my goals. 

DIRECTIONS Read over Jose’s presentation and the feedback he received from 
two of his classmates. Answer the question below and be ready to share your 
thoughts.

Questions Glows (positive comments) Grows (suggestions)

Questions Glows (positive comments) Grows (suggestions)

Jose’s Feedback

Sophia

Meliss
a

Do you know anybody in 
NYC or LA?

There was a lot of information. You need a picture.

What specific careers are 
you interested in in the  
entertainment field?

I like that you have thought about 
where you want to go to college and 
how it will connect to your career. 

You may want to consider a 
picture of someone singing. 

Which classmate gave Jose the best feedback?  Explain.

7B - Giving and Receiving Feedback?
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7B - Giving and Receiving Feedback

Glows and Grows Method

Kelly works in North Adams, Massachusetts as a intern with the Department 
of Conservation and Recreation (DCR). She enjoys working in the  parks but 
has trouble filling out her reports. Kelly is a great guide and enjoys organizing 
the volunteers. She is very honest with her coworkers and this can lead to 
conflict. Kelly has been working here for three months and is always taking 
on new projects. The park rangers love working with her because she can 
work independently and will try to solve problems on her own. Recently, Kelly  
has been arriving at work later and later. 

  
         Glows                                                 Grows                                             A Question for Kelly

Kelly’s Story

Glows (positive comments) Grows (suggestions)

• One thing you do well is … I 
really like how you …

• The part of the job that seems 
like a great fit for you is ... 

• I have noticed that ...

• Perhaps, you can try ...
• Think about how you could 

improve ...
• Can you help me understand 

why you are struggling to ... 

An important skill for leaders to 
have is the ability to give and receive 
feedback. When giving constructive 
criticism, it is important to name at 
least one thing the person does well 
and one thing they can improve on. 
We call these glows and grows.

DIRECTIONS               Read the paragraph below that details Kelly at work.  Imagine you are Kelly’s 
supervisor. Write one glow and one grow you might give Kelly  for her evaluation. You may use the sample 
sentence starters from the box above. If possible, write at least one question you might ask.
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Constructive Criticism and Feedback

DIRECTIONS      Look at the Work-Based Learning Plan (WBLP). Think of your own areas of strength 
and improvement. How might an employer give you constructive feedback? 

 “In order to excel, you must be completely dedicated… ... 
You must also be prepared to work hard and be willing 
to accept constructive criticism. Without one-hundred 
percent dedication, you won’t be able to do this.”  
       Willie Mays

Areas for improvement.

What advice would you give yourself?

What my partner will say to me (Rewrite the above as constructive criticism.):
 “You are doing a good job but you could improve if you ...

Discussion Questions

1. What feelings come up as you listen to feedback? 

 
2. What do you do with feedback? 

7B - Giving and Receiving Feedback
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Feedback Loop
DIRECTIONS     Each team will receive a description of a company and their needs for the development of 
new ideas.  You must work with your partner to brainstorm as many new ideas as possible and then decide 
which one you think is worth presenting for feedback.  You will also get an opportunity to provide some 
feedback to other teams.

You are about to complete a project in which you must work with a partner to come up with creative ideas 
for a business.  You will also receive feedback from other teams.  In many workplaces, it is important to 
be able to respond effectively to suggestions from colleagues, clients and partners. If you were working 
on a task that required responding to feedback at an internship, what actions or qualities would impress a 
supervisor or coworkers? 

Brainstorming Space

7B - Giving and Receiving Feedback
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Feedback Loop (Continued)

Debrief Questions
1. What feedback was the easiest to incorporate? Why?

2. What feedback was the most challenging to incorporate? Why?

3.        What are some positive ways in which your group communicated and collaborated with one another?

                                                                                                                                                                                                                                                                                                      

4. What would you do next time to communicate more effectively while giving and receiving feedback?

SELF-RATING:
If an employer had been observing me so far, I think 
they would have given me a ...

_________  out of 5

7B - Giving and Receiving Feedback
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Session Wrap-Up

Target Check-In

Read the learning target 
and check the rating that 
best matches how you 
feel.

1
Not sure ...

2
Working on it ...

3
Almost there ...

4
I can do it!

I know what motivates me in 
the workplace and I can use 
critical feedback and evalu-
ations like the MA WBLP to 
drive my growth.

I feel this way because ...

What I learned about myself ... How I will use what I learned ...
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 What Do You Think:
I Relate To This Quote Because ...

DIRECTIONS  Look around the room and select a quote that means something to you.  Bring the 
quote back to your seat and complete the following tasks.

Rewrite the quote you selected.

Explain why you selected this quote!
 For example: 
• Do you agree with it or disagree?  Why?
• Does it make you think of something that has happened in your life? Explain.
• Does it make you question some aspect of life? Tell us more. 

8A - Taking Initiative & Persevering
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Situations: Anthony and Rylan’s Stories
DIRECTIONS     Listen carefully to each story and take notes.  Be ready to discuss the difference 
between the two examples. 

8A - Taking Initiative & Persevering

QuestionsKey Information

DIRECTIONS         Based on what you learned during the presentation and Anthony and Rylan’s stories, 
complete the definition chart. 

Examples Non-examples Symbol, picture or 
personal connection

Initiative
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What Do You Think:
Quitting Was Never an Option

 DIRECTIONS   Read through the Challenge Suggestions and the Resiliency Resources.  Choose 
from one of the challenges or use one of your own.  Then refer to the questions to describe how 
you bounced back from a challenging or stressful situation.

What happened?  Briefly describe the stressful 
situation.

How did you keep going?  What did you rely on?  
Who did you turn to?  If it helps, use the Resil-
iency Resources idea bank for suggestions.

When did you know that you had made it 
through?  How did that feel?

Take-away   
What did you learn about yourself?

Resiliency Resources

Stayed positive

Just kept going

Dealt with one small thing at a time

Reminded myself why it was important to 
get through this

Looked to family

Looked to friends

Faced my fears

Forgave myself for struggling

Told myself, “You can do this”

Gave myself credit for the decisions I 
made and acted on

Challenge Suggestions

New people move into your home (new step 
parent, family came to stay, roommates)

You get your learner’s permit and are now 
expected to learn how to drive

Final exams are coming up and you haven’t 
kept up with all the reading and homework

You have gotten a summer job but haven’t 
worked before and don’t know anyone else

You change schools and need to start over 
with classes and friends

You start to apply to colleges and realize how 
much paperwork there is

8A - Taking Initiative & Persevering
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Resilience and Perseverance

What is
 

resilie
ncy?

Key Information

What are some 

stra
tegies around 

resilie
nce?

What are some 

stra
tegies around 

perse
verance?

DIRECTIONS   Use the space below to take notes about what you learn during the presentation.

One question I have is:

What is
 

perse
verance?

8A - Taking Initiative & Persevering
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Partner/Small Group Activity:  
Perseverance Challenge

DIRECTIONS  Work with your partner to complete these first two challenges then ask your instructor 
for the next part of this challenge.  This is not a competition.  It does not matter who finishes first.

P E R S E V E R A N C E

What is the value of square?   =

X = 12

+ = 14

- = 5

Puzzle #2: Taking turns with your partner, come up with at least 20 words made from the letters of 
PERSEVERANCE.  Words must have three or more letters, and you cannot use the “S” to make plurals.

Puzzle #1: Work together to solve this puzzle - be sure that both would be able to explain how you 
arrived at the answer.

8A - Taking Initiative & Persevering
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Perseverance Challenge - Debrief Questions
DIRECTIONS      Read and answer the questions.

1. Now that you have persevered through the challenge, what about it was most difficult, most 
challenging? 

2. How was it different when working with a partner to shifting and working with two other  
people?  Explain.  If it wasn’t different at all, why do you think that is?

3. Do you think an employer or professor could count on you to push through a difficult and  
challenging assignment?  Why?  

Experience Debrief Discussion

DIRECTIONS    Now that you have had some time to think through the above questions, we are going 
to discuss the project as a whole group.  Use the table below to help you come up with ideas about 
what to say.

• The process of solving different kinds of challenges reminded 
me of ...
• My experience working this way with others connects to ...
• When I think about this experience and my own goals, I think ...

• What aspect of this challenge surprised you the most?
• What additional questions can you think of about the nature of 
perseverance?
• What other opportunities do you think will give you a chance to 
practice perseverance?

• In participating in this challenge, I was most effective at ...
• Before I partnered up, I thought  __________, but now I think ...
• The most important information I learned about myself was ...

8A - Taking Initiative & Persevering
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Session Wrap-Up

Target Check-In

Read the learning target 
and check the rating that 
best matches how you 
feel.

1
Not sure ...

2
Working on it ...

3
Almost there ...

4
I can do it!

I take the initiative to contrib-
ute positively and approach 
challenges head-on.

I feel this way because ...

Motivation and Initiative are employability skills in the MA WBLP.  Based on your  
performance, you can receive a 1 to 5 score, where 1= Improvement plan needed and 

5=Advanced.  Use the space below to plan how you could receive a strong rating.

Criteria for  
Motivation and 
Initiative rating

• The ability and desire to apply full effort to tasks from beginning to end
• Asking for new tasks as soon as you have successfully completed your  

current work

Two components 
that you are strong 
in ...

One area that you 
need to work on 
and some possible 
strategies ...
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What Do You Think:
A Closer Look at Obstacles

DIRECTIONS  Work with your team members to complete the following flowchart for each obstacle 
situation that your instructor gives you.  Be ready to share your reasoning.

Can the obstacle or situation be removed?

YES NOMAYBE 
(in time)

Explain your answer:

Record your group’s ideas:

How do you remove  
the obstacle?

• Will gathering more  
information help?

• Are there people who  
can help remove the 
obstacle?

• Will effort and/or time 
make a difference?

• Can you think of anything 
else that could help?

How do you develop a long 
and short-term plan?

• What steps can take that 
will put you on a path to 
removing the obstacles?

• What actions can you 
take to work around the 
situation in the short 
term?

• What is the best way to 
track the situation?

How do you work around 
the obstacle?

• Is there another way 
to achieve your central 
goal?

• Are there people that 
can help counteract the 
obstacle or situation?

• Can you adjust your  
reaction to the obstacle?

8B - Overcoming Obstacles ?

Everyone faces obstacles.  Some obstacles can be worked through 
whereas other obstacles may require you to work around them.  
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Challenge Activity: Journaling about  
your Obstacles  

8B - Overcoming Obstacles

DIRECTIONS     Write a brief journal entry explaining the obstacle and your thoughts on how best to 
remove it or work around it.  Be sure to address the following:

• A clear description of the obstacle/situation 
• Details about how you feel about the obstacle and how it currently impacts you
• An explanation about whether or not you feel  this obstacle can be changed and why
• Clear next steps that you plan to take to address the obstacle or work around it

Finally, please refer to the chart on the previous page to help you think through your obstacle. 

Sometimes it can be helpful to take the time to write about our challenges and obstacles. Because this 
is shared environment, please think focus on an obstacle or challenge that you would be comfortable 
discussing with your instructor and/or one of your peers.
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Next Steps and Action Plans

DIRECTIONS  Look back at the different goals that you have established and choose one to focus on for 
today.  Rewrite it using the guidelines below and make changes or add details based on new information 
and concerns.

Your career goals should reflect your skills, interests and work values.

Specific: What exactly will 
you accomplish?

Measurable: How will you 
know when you have met your 
goal?

Achievable: Is your goal  
realistic? Do you need resourc-
es or support? If so, what?

Relevant: Why is this goal 
important in your life?

Time-bound: When will you 
have attained this goal?

Career Goal:

What skills have I developed?

What related training or education have I completed?

What else have I tried?

What have I already accomplished to meet my goal?

8B - Overcoming Obstacles
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Next Steps and Action Plans

DIRECTIONS  Look back at the different goals that you have established, and choose one to focus on for 
today.  Complete the questions below and be ready to share with a partner. 

Your career and future goals should reflect your skills, interests and values.

What skills have I developed?

What related training or education have I completed?

What else have I tried?

What have I already accomplished to meet my goal?

What skills can I develop?

What related training or education can I get?

What else can I do?

What can I do next to meet my goal?

Goal that I am focusing on: ________________________________________________________________

8B - Overcoming Obstacles
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You are about to complete an activity in which you need to provide and receive feedback.   Most 
careers require employees to be able to help each other by providing helpful suggestions.  Similarly, 
it is also important to value other people’s suggestions.  What actions or attitudes do you think would 
impress supervisors and colleagues during a feedback process?

Goal Gallery Walk
DIRECTIONS  

1. Place your career goal on the chart paper and hang 
the chart paper.

2. Go to someone else’s goal when your instructor 
gives the signal to begin. Write one specific next 
step for the career goal (education, training, 
resources, skills needed, etc.). 

3. Rotate to another goal and write a next step. If 
someone has used your idea then move on to 
another goal until you have posted at least one next 
step on five different goals. 

4. Return to your chart paper and read the next steps 
posted.

Which two next steps are you going to pursue in the short term (within a year)?

Step 1

Step 2

8B - Overcoming Obstacles
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Which two next steps are you going to pursue in the long term (will take more than a year to 
achieve)?

Step 1

Step 2

Self-Rating: if an employer or professor 
had been observing me during the Goal Gallery 
Walk, I think they would have given me a ...

because ...

             out of 5 for my ability to give and 
receive feedback

Be ready to share with the larger group!

8B - Overcoming Obstacles
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Session Wrap-Up

Target Check-In

Read the learning target 
and check the rating that 
best matches how you 
feel.

1
Not sure ...

2
Working on it ...

3
Almost there ...

4
I can do it!

I take the initiative to contrib-
ute positively and approach 
challenges head-on.

I feel this way because ...

What I learned about myself ... How I will use what I learned ...
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What do You Think:
What Employers Value

Workplace Values that Employers look for:  accountability, honesty/integrity, loyalty, 
professionalism, punctuality, reliability, self-confidence, self-motivation/initiative,  strong 
problem-solving skills and positive attitudes. 

DIRECTIONS  Pick one of the situations and complete the chart.  Use the vocabulary bank of 
workplace values to identify the work value that matters to the employer in the situation.  Be ready to 
share, and take notes on how your classmates respond to the other situation.   

1. Juan’s biology teacher asks 
the whole class to read some 
instructions for a lab they are 
going to do later in class.   
Juan is a fast reader and he  
finishes reading before most of 
the other students.  Juan sits 
quietly and uses the extra time 
to think about the presentation 
they had earlier in class.

Juan’s boss asks him to organize some files alphabetically, 
and gives him two hours to complete this task.  Juan is very 
quick at this sort of task so he finishes after just an hour.

What should Juan do now?

At school At work

Employers value

2. Michele, like many of her  
classmates, has failed to  
complete all the homework for 
her Algebra class.  The end of 
the marking period is coming, 
so Michele goes to her teacher 
about making up the missed 
work.  Her teacher says that he 
is glad to see that Michele wants 
to make up the work  
and gives her a list of missed 
assignments.

Michele’s boss has given her a checklist of tasks to complete 
before the end of the day. Michele doesn’t mind updating the 
day care center’s social media, but she does not feel like clean-
ing up the classrooms.  Michele thinks that if she does a really 
good job with the Instagram and the other social media tasks, 
she can go to her boss tomorrow and ask to do the tasks that 
she didn’t bother to do.  

What should Michele do now?

At school At work

Employers value

9A - Safe and Successful At Work 
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9A - Safe and Successful At Work 

 Hazard Walk START

FINISH

DIRECTIONS   Your team will start at one side of the grid 
and work together to get to discover the “safe” path to the 
other side. 

The rules are:
• Only one person can be on the grid at a time
• Once you step on the square , the facilitator will tell 

you whether the square is “safe” or “unsafe”
• Once a person steps on an “unsafe” square they must 

go to the end of the line.

Debrief Questions

1. What worked best? What was the most challenging?

2. How do you think your group worked together?

3. Based on this activity and others today, how do you plan to stay safe at work?

At work, a big part of staying safe is about communicating 
effectively with your coworkers.  You need to be able to 
give and receive information about what to do and what 
to avoid. 
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Communicating for Advocacy and Safety
DIRECTIONS  Use the space below to take notes about what you learn during the presentation on 
safety.

Key Information

How do you protect 
yourself from ... ?

What you do:

Physical harassment

Negative attitudes

Discrimination

Personal Safety
DIRECTIONS  Use the space below to write how you protect yourself.  What do you do to keep 
yourself safe?

Safety 

Safety 

Practices

9A - Safe and Successful At Work 
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Advocating for Safety
DIRECTIONS        Read over the situation.  Work with your partners to decide what each character should 
say to protect their right to safety. 

Character What they would say ...

Sara

Lisa

Sara

Where can Sara go for support in the company?  Outside the company?

What is a resource that Sara might use at the company?  Outside the company?

OutsideInside

Inside Outside

Lisa
Sara

Lisa: Hey Sara, I need you to make a delivery.

Sara: Okay, I’ll walk it over.  What is the address?

Lisa: You have to take your car.  We don’t have time for you 
to walk it there.

9A - Safe and Successful At Work 

Sara turns 18 in two months, but until then, according to the law, 
she is not allowed to drive as a part of her job.  Yet she has her 
own car and uses it to get to get back and forth from work. 
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Advocating for Safety
DIRECTIONS       Read over the situation.  Work with your partners to decide what each 
character should say.  

Character What they would say ...

Ted

Aisha

Ted

Where can Ted go for support in the company?  Outside the company?

What is a resource that Ted might use at the company?  Outside the company?

OutsideInside

Inside Outside

Aisha Ted

Aisha: We’re working on a residential project today.  We’re doing a fitting 
on a roof, and I thought it might be fun for you to see. 

Ted: Okay, are we talking to the customer or deciding where the panels 
would get the most sun?

Aisha: Oh no, we’re doing the actual fitting.  You’ll be up on that roof  ... 
getting a bird’s-eye view of it all. And I think you’ll have a chance to use 
the nail gun if any shingles need replacing.

9A - Safe and Successful At Work 

Ted is a junior in high school. He is interning at a solar panel installation 
company. He spends each week learning a different aspect of the job. 
He has yet to learn about ladder safety or power tools.  This week, he is 
working with the installation group. 
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Mini-Interview Practice
DIRECTIONS  Your instructor will give you a card with a picture, number or symbol. Find the 
person whose card matches your card and have a conversation based on the information below.

Round 1 (2.5 Minutes):

Round 2: Role-Switching (2.5 Minutes):

Find your partners and discuss:

• What are some practices you have to stay safe at work?
• How do you respond if you feel unsure or unsafe at 

work?
• Who is your support if there is a problem you need to 

solve at work?

• Re-approach your partner and pretend they are interviewing 
you. Do your best to communicate in your most professional 
manner.

• Shake hands.
• Introduce yourself.
• Imagine your partner has just asked you how you will impact 

health and safety at the workplace.

You could say …

• At work, I stay safe by ___________________________________.
• I feel safe when   _______________________________________.
• One way, I can keep others safe is _________________________.
• In an unsafe situation, I will ______________________________.

9A - Safe and Successful At Work 
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Session Wrap-Up

Target Check-In

Read the learning target 
and check the rating that 
best matches how you 
feel.

1
Not sure ...

2
Working on it ...

3
Almost there ...

4
I can do it!

I can embrace workplace 
culture and policies to be safe 
and successful.

I feel this way because ...

I used to think

But now I think
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9B - Workplace Culture

 What Do You Think:
 Workplace Behavior  - Olivia

DIRECTIONS     Read Olivia’s story and then respond to the questions that 
follow.

Olivia is interning at a small liberal arts college in Western Massachu-
setts. Some of her older coworkers tell Olivia that she should not take 
the job so seriously since it is her first job. They spend a lot of time 
talking and gossiping during “downtime.” They encourage Olivia to take 
extra breaks.  They get annoyed when Olivia requests additional work 
from the office manager. She wants to have fun but her uncle says each 
job is an opportunity to get experience for your ideal career. Olivia’s 
career goal is to be a talent agent.

1. What advice would you give Olivia about how she should behave at work?

2. How can Olivia use this job as a stepping stone for future employment?

3. How is the culture in the college office different from the culture in a high pressure execu-
tive office?
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What Do You Think:  
Workplace Behavior  - Michael

DIRECTIONS       Read through Michael’s story the respond to the 
questions that follow.

Michael is working in a warehouse at a company in New Bedford, MA this 
summer. When he started with the company, Michael was told he could 
not use his cell in the warehouse for safety reasons. Michael noticed 
supervisors used their cell phones when they walked around the floor. 
Michael decided it was okay for him to use his cell as well. 

At Michael’s last performance review, the floor manager, Holly, pointed 
out that he was not following safety procedures because of his inappro-
priate cell use. She explained the supervisors are responsible for coordi-
nating with different sites and use their cells for that purpose. Michael 
thinks the cell policy is ridiculous.  

However, his career counselor told him he needed strong references to 
get a good internship next summer. Michael’s career goal is to work in an 
automotive automation and manufacturing company.

1. What advice would you give Michael about how he should behave at work?

2. How can Michael use this job as a stepping stone for future employment?

3. How is the culture in the warehouse different from the workplace culture Michael might 
find at other jobs?

9B - Workplace Culture
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Workplace Expectations

DIRECTIONS         Your instructor will give your group a set of cards. Match the appropriate style of 
dress, the possible jobs and the workplace expectations for each picture. 

3

2

1

Choose one of the 
careers. Think of 
3 additional rules 
that the career may 
have.

Think of 2 addi-
tional careers that 
go with one of the 
appropriate dress 
categories.

Choose 1 appropri-
ate style of dress. 
Write at least three 
do’s and three 
don’ts for that style. 

In different settings, there are different expectations for an employee. In the 
following activity you will explore some expectations based on sample jobs.

9B - Workplace Culture
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Analyzing the Company & Me 

DIRECTIONS  Your instructor will give you blank index cards or Post-its.  With your partner, 
write strengths that you both feel you have on different index cards.  If you are having a hard 
time thinking of three strengths, feel free to pick from the box below.

• Next, your instructor will give you a company mission statement.  Read carefully and decide 
which of your strengths would be important to the company/organization based on the 
text.

• Underline the parts in the text that connect to a given strength and attach the cards that 
match.

• Next, make a list of other strengths and qualities the company would value based on the 
mission statement. Complete the chart below.

Adaptable, Calm, Careful, Dependable, Energetic, Good at 
getting things done, Helpful, Honest, Motivated, Patient, Pays 
attention to details, Responsible, Team player, Well-orga-
nized, Works quickly, Works well under pressure

Additional Strengths and Qualities 
valued by the company

Do I have this strength 
or quality?

Comments 

Yes No Maybe

9B - Workplace Culture
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Work Culture

DIRECTIONS    Your instructor will give you a career cluster sheet that 
includes examples of several different businesses from that cluster. Think 
about what you know about the different clusters. Describe the behaviors 
and values you may see at each. 

Part A:
Describe the general culture of each group. Your group should consider several questions:

• What are the values of this group?
• What are the behaviors and attitudes that you may encounter in this group?
• How is work different in each group?
• How may the employees act toward each other?

Part B:
Which of the groups do you feel you would be the best fit for your future?  Explain.

Examples of Work Values

Employees are paid very well. 

Employees compete with one another.  

Employees are encouraged to perform community service. 

Employees are encouraged to have side projects they are interested in.

Employees get along and are friendly with one another.

Employees stay at the workplace until they retire. 

9B - Workplace Culture

In different settings, there are different values and interactions 
that decide the culture of the workplace.  



Commonwealth Corporation | Signal Success | STUDENT | 122

Session Wrap-Up

Target Check-In

Read the learning target 
and check the rating that 
best matches how you 
feel.

1
Not sure ...

2
Working on it ...

3
Almost there ...

4
I can do it!

I can embrace workplace 
culture and policies to be safe 
and successful. 

I feel this way because ...

What I learned about myself ... How I will use what I learned ...
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What Do You Think:
Difficult Decisions

DIRECTIONS    Use the graphic below to write about a difficult decision 
that had a positive outcome.  Start with the oval, then fill in the rest.   

What was your level of stress around this decision?  What were your 
emotions?

How and why did the decision lead to a positive outcome?  Did you 
imagine the future consequences?

How long did it take you to make the  
decision?  What was the process of deciding 
like?  Did you make a list? Talk to others?

Start by describing the decision you 
had to make.  Be sure to include the 
options involved and the choice that 
you made.

10A - Decisions & Showcasing Your Professional Self
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Effective Decision-Making 

Type of 

decisio
ns

Key Information

Strategies fo
r 

decisio
n-making

Seeking out a 

“decisio
n mentor”

DIRECTIONS   Use the space below to take notes about what you learn during the presentation.

One question I have is:

How str
ess 

can im
pact a 

decisio
n

10A - Decisions & Showcasing Your Professional Self
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Responsible Decisions 
Activity

DIRECTIONS  Your instructor will give each group a 
situation.  Think of three possible choices to solve 
the decision, and complete the rest of the steps to 
identify the best choice for the situation.

Summary of situation

What is the best decision?  Why?

How will this affect the decision 
maker now and in the future?

How will others be affected by  
this decision?Choices

Alert

Ambitious

Attentive

Bright

Calm

Careful

Confident

Considerate

Cooperative

Decisive

Dependable

Eager

Easygoing

Efficient

Energetic

Friendly

Funny

Gentle

Giving

Grateful

Happy

Helpful

Honest

Humorous

Imaginative

Independent

Industrious

Intelligent

Leader

Loyal

Mature

Nice

Pleasant

Polite

Reliable

Responsible

Serious

Shy

Smart

Talented

Thankful

Thoughtful

Tolerant

Trusting

Trustworthy 

Steps for Responsible Decision-Making

1. Identify your choices. 
2. Think about what is best for you now.
3. Consider your future based on your 

choices. 
4. Consider how your decision will affect 

others.
5. Make a choice.
6. Circle four character traits illustrated by 

your final choice.

Circle four character traits influencing this decision.

10A - Decisions & Showcasing Your Professional Self



Commonwealth Corporation | Signal Success | STUDENT | 126

Deciding How Best to  
Showcase Your Brand

DIRECTIONS  Your instructor will give you three blank index cards.  Write strengths that you feel 
you have on each of the index cards.  If you are having a hard time thinking of three strengths, 
feel free to pick from the box below and to refer to the slide of employability skills from the MA 
WBLP.

• With your group, put all of your index cards into a pile face down and mix them up. Then 
ask your instructor for a set of internship situations.

• Then, turn the index cards over and match each of the positive traits to the situations to 
indicate which traits can be showcased in these different situations. 

• Be ready to share some of the connections you found AND the at least one trait that was 
hard to match. 

Adaptable, Calm, Careful, Dependable, Energetic,  
Good at getting things done, Helpful, Honest, Motivated, 
Patient, Pays attention to details, Responsible, Team player, 
Well-organized, Works quickly, Works well under pressure

10A - Decisions & Showcasing Your Professional Self
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Mini-Interview Practice
DIRECTIONS  Your instructor will give you a card with a picture, number or symbol. Find the person 
whose card matches your card and have a conversation based on the information below.

Round 1 (3 Minutes):

Round 2: Role-Switching (3 Minutes):

Find your partners and discuss:

• How will you highlight your skills to your 
employer?

• What are some decisions you have already made 
about your future career?

• How will you use what you learned today in future 
decision-making?

• Re-approach your partner and pretend they are interviewing you. Do your best 
to communicate in your most professional manner.

• Shake hands.
• Introduce yourself.
• Imagine your partner has just asked you how you make 

decisions.

You could say …

• When I make decisions, usually I __________________________.
• In the future , I see myself _______________________________.
• I am developing my  _______ skills because _________________.
• I think I will try to _______________________________________.

10A - Decisions & Showcasing Your Professional Self
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Session Wrap-Up

Target Check-In

Read the learning target 
and check the rating that 
best matches how you 
feel.

1
Not sure ...

2
Working on it ...

3
Almost there ...

4
I can do it!

I can use effective prob-
lem-solving and decision-mak-
ing to make my best impres-
sion from my first day through 
my last.

I feel this way because ...

Think about one goal that you have for improving some part of your professionalism 
and complete the chart. 

My Goal..

Two Next Steps ...

One Obstacle and 
some possible solu-
tions ...
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 What Do You Think: 
Finishing Strong

DIRECTIONS   Read Nicole’s story and answer the questions. Be ready to 
share your thoughts.

Nicole’s Story
A local heating and cooling company in Amherst, Massachusetts, chose Nicole for 
an internship.  Nicole doesn’t mind helping with office work and has learned a lot 
whenever she gets to go along on calls. 

She committed to working three months.  Many of Nicole’s friends have finished 
their internships. They are spending the week hanging out and enjoying the end of 
summer. 

Nicole doesn’t want to miss out, but staying out late with friends sometimes caus-
es her to be late for work.  The last two days that Nicole is supposed to work, her 
friends are planning a trip to the beach. Nicole reasons that since her job is almost 
over, she is only losing about $186 by not showing up.  Nicole decides to go to the 
beach and does not inform her boss. She also decides not to tell the program that 
placed her that she is going to miss these last days of the job.

4. How do you think Nicole could have handled the situation differently? 

3. How do you think Nicole’s decision will impact her chance of getting another job?

1. How might Nicole’s decision impact her employer?

2. How might Nicole’s decision impact the internship program that helped place her?

?
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 Problem-solving Situations

Your ideas for solving the problem Other people’s thoughts

Other people’s thoughts Other people’s thoughts

1. Which solutions do you think are the best options? Why?

2.  What additional information or resources would make it easier to solve the problem?

DIRECTIONS      You will get a workplace situation with a common but challenging problem.  Take a 
moment to think about how you might solve the problem.  Use the chart to record possible solutions.  
Then meet with at least two other people and get their perspectives on the problem.
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Looking Ahead - Future Decisions
DIRECTIONS  Read and answer the questions below.

1. What is one big decision that you will have to make in the next year?

2. How much time and attention do you plan to give this decision?

3. What kind of stress or emotions will this decision cause?

10B - Finishing Strong and Looking Beyond
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Looking Ahead - Future Decisions (Continued)

4.  What steps do you plan to take in order to make this decision?

5. What do you think will make the decision process most difficult?

6. Who might you approach as a mentor to seek advice around this decision?

10B - Finishing Strong and Looking Beyond
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Mini-Interview Practice
DIRECTIONS  Your instructor will give you a card with a picture, number or symbol. Find the 
person whose card matches your card and have a conversation based on the information below.

Round 1 (4 Minutes):

Round 2: Role-Switching (4 Minutes):

Find your partners and discuss:

• What plans do you have for your next steps in education 
and training?  Why are these plans important to you?

• What type of career do you hope to have?  What plans 
do you have for next steps?

• How does your education plan support your career plan?

• Re-approach your partner and pretend they are interviewing 
you. Do your best to communicate in your most professional 
manner.

• Shake hands.
• Introduce yourself.
• Imagine your partner has just asked you to explain your 

career goals and how your education and training will help 
you prepare for that career.

You could say …

• In the future, I plan to ____________________________________________.
• The next steps for my career are, ___________________________________.
• My future career will require _____ _________________________________.
• A support to help me achieve my goal is _____________ because__________.
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Activity: Connections Web
DIRECTIONS  

1. A volunteer with a ball of yarn will start by sharing an experience from the course or work.  

2. If you can make a connection to what is being shared, raise your hand.

3. The speaker will acknowledge the connection by tossing the yarn to the person who raised their hand 
first.

4. The game continues until we are all connected by our shared experiences! 

10B - Finishing Strong and Looking Beyond
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Course Wrap-Up

Employability Skills What does this skill look like? Strengths & 
Works in Progress

Attendance & Punctuality • Being on time and reliable
• Communicating with your supervisor if you need to miss 
work

Motivation & Initiative • The ability and desire to apply full effort to tasks from 
beginning to end
• Asking for new tasks as soon as you have successfully com-
pleted your current work

Communication • Expressing yourself clearly and professionally in writing 
and speaking
• Showing you are listening well by making eye contact and 
asking questions 

Teamwork &  
Collaboration

• Working well with others so that work can be done effec-
tively
• Accepting feedback and direction with a positive attitude 

Critical Thinking &  
Problem-solving

• Identifying problems and working to solve them by analyz-
ing information, considering options, and seeking guidance 
from supervisors and coworkers

Workplace Policy, Culture 
and Safety

• Demonstrating an understanding of workplace rules, poli-
cies and culture
•Wearing the right clothes for the job, including safety gear

DIRECTIONS   Consider what you have learned in this course and from any work-based learning 
experiences.  Read over the table of skills and put an S in the last column for the two skills you consider to 
be strengths and a W for the two skills that need the most work.

1. Strength: _____________________________________________________

2. Name two places/ways that you 
already demonstrate this skill. 

3.  How can you apply this strength 
in a new way or setting?  Provide 
concrete steps that you can take to 
expand on your strength.

Pick one of your strengths to discuss in detail and complete the table below.
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Course Wrap-Up (Continued)

1. Skill to work on: _____________________________________________________

2. Name two ways that you can work 
on developing this skill.  Include de-
tails about what support or resources 
you would need.

3.  Identify one way in which you have 
already demonstrated some part of 
this skill.  How can you build on this 
experience and success?

Pick one of the skills that you need to work on and discuss it in detail in the table below.






