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Course:  Assessment  

Unit:  The Right Job

Lesson:  Self Assessment

Competency Objectives:
The adult learner will understand the relationship of personal qualities and workplace skills to job success.

Suggested Criteria for Success:
The learner will identify his/her dominant personal qualities and skills.

Suggested Vocabulary:
   personal, self-management, or adaptive skills



   transferable or functional skills

   job specific, technical, or work content skills

   vocabulary words from the skills handout at the end of this lesson

Suggested Materials:
 pens or pencils and paper

 chalk/marker and black/white board

 handouts

 a copy of the lesson plan Identifying Skills and Personal Qualities from http://www.spring-institute.org/.  Click on projects, then on English Language Training Project (left side of screen), then on Free Rresources/Publications.  Now click on SCANS Plans:  Identifying Skills and Personal Qualities.

 follow the directions for the website above, but choose the material called Workstyles:  Pre-employment for the Low Level English Speaker.

 SCANS information for instructor background.  A succinct version is at http://www.academicinnovations.com/report.html.  Other resource locations are given in Suggested Resources below.

Suggested Resources:
 Information on SCANS (Secretary’s Commission on Achieving Necessary Skills)  Several sites are listed below.

http://www.academicinnovations.com/report.html   Academic Innovations (SCANS Report)

http://wdr.doleta.gov/SCANS/govhpe/govhpe.pdf  a document (102 pages) in pdf format from the Commission on Achieving Necessary Skills.

http://wdr.doleta.gov/SCANS/teaching/teaching.pdf  Teaching the SCANS Competencies

http://wdr.doleta.gov/SCANS/lal/lal.pdf  Learning a Living:  a SCANS Report for America 2000

 Use any favorite or available Job Readiness and/or Job Search Workbooks, pamphlets, brochures, and handouts.  Some material may need to be modified for ESL lessons.

 NCSOICC (North Carolina State Occupational Information Coordinating Committee) site has information on job readiness and search topics at http://www.nccareers.org.  Click on Begin NC Careers.

 Resources available through your local Public Library, County, State, or Federal Employment Centers, JobLink Centers, Local Community College Career Centers, and Human Resources Development Programs.

 http://www.ncesc.com/ The Employment Security Commission of North Carolina.  Click on Individual Services.

Suggested Methods:
 Lecture/discussion about assessment and lesson terminology

 Learner assessment of personal and transferable skills (see handouts)

 Open discussion of individual results with instructor/group feedback and encouragement

 Skill assessment testing through a local agency for students advanced in English

Some Suggested Steps:

Background.  Review the Spring Institute lesson plan on Identifying Skills and Personal Qualities before you decide how you will approach this lesson.

Lecture/Discussion.  Ask students to give examples of things they are good at, for example, drawing, cooking, playing baseball.  Less verbal learners may need to act out these abilities.  The relationship between doing things well and enjoying them exists in both work and play.  Knowing what we do well is one step in finding the right job. 

Introduce the idea of different kinds of skills.  Some are personal, adaptive, or self-management skills.  A second group of skills consists of transferable or functional skills.  The final group consists of job-specific, technical, or work content skills.  Give examples of each type, and encourage learners to contribute to the lists.  Spend time with the group defining, acting out, clarifying the words together.  See the handouts at the end of this lesson for words.

Learner Assessment Inventory.  Use the attached skills handouts, or adapt the attached skills handouts to use fewer words, or choose one of the following alternatives:
Arrange for skills testing through your local Employment Security Commission or through local JobLink Centers or Job Career Centers.

Use North Carolina State Occupational Information Coordinating Committee assessment and career planning instruments at http://www.nccareers.org .  Click on Begin NC Careers, then click on Explore for assessment instruments.  You can also accesss assessment instruments at http://www.soicc.state.nc.us/soicc/planning/c1.htm#SELF and planning tools at http://www.soicc.state.nc.us/soicc/planning/c2.htm.

Make up an aptitude assessment instrument by asking learners to rate themselves on a scale of #1 (low) to #5 (high) in these ability areas: mechanical, artistic, scientific, spatial, mathematical, social, personal, and mental.  Explain each skill area and provide examples of each for the learner to compare with self.

Once learners complete their assessment activities, ask them to choose their three best skills in each category (three adaptive skills, three transferable skills, and three job-specific skills).  Define best as the skills in which they have the most competence, interest, and enjoyment.

Would You Work if . . .?  Ask learners to think about the following questions and share their reactions with the class:  Would you work if you were a millionaire and did not need to work for the money?  Why or why not?  What are two things you would like to do if you did not need to work?

Admiration.  Ask each student to name three people they admire because of their jobs and explain why they feel such admiration.

Journal Work.  List three work skills you would like to improve.  Next to each skill, describe one way you can improve this skill.

THE SKILLS TRIANGLE

The Skills Triangle divides skills into three types.

Adaptive Skills  are personal qualities that help you get along in different situations.

Some examples of adaptive skills are given below:  

	honest
	helpful
	quick learner

	friendly
	creative
	self motivated

	self-confident
	enthusiastic
	discreet

	energetic
	mature
	gets along with others

	reliable
	flexible
	logical

	responsible
	eager
	prompt

	intelligent
	independent
	dependable

	trustworthy
	resourceful
	patient

	patient
	efficient
	industrious

	productive
	physically strong
	good natured

	competent, capable
	conscientious
	thrifty

	cheerful
	organized
	


Transferable Skills are functions that can be applied to many jobs.  Some examples of transferable skills are those below:

	supervising others
	teaching, instructing others
	solving problems

	assembling things
	operating machinery
	managing money

	locating information (research)
	entering data
	budgeting

	meeting deadlines
	repairing things
	planning activities

	assisting customers
	building/construction
	writing

	speaking in public
	using a computer
	communication skills

	managing people
	negotiating
	organizing projects

	selling products or services
	accepting responsibility
	driving vehicles


Job Related Skills are those a person must have to do a specific job.  The job cannot be done without these skills.  Some examples of job-related skills are as follows:
· an auto mechanic must know how to tune engines and repair brakes. 

· a data entry clerk must know how to use a computer.

· a nurse must know how to check for vital signs and give medicine.

SKILLS  TRIANGLE IDENTIFICATION EXERCISE

Identify (below) three adaptive skills, three transferable skills and three job-related skills that you possess.

Describe situations in which you have used each skill listed.  Select situations in which you had a feeling of accomplishment and enjoyment. (These situations serve as “proof” that you have the skill).  You may be asked about your skills during a job interview, and this activity is a good way to prepare.

Adaptive Skills

#1.________________________________________________________________________

Describe one or more situation when you used this skill:

___________________________________________________________________________

___________________________________________________________________________

#2.________________________________________________________________________

Describe one or more situation when you used this skill:

___________________________________________________________________________

___________________________________________________________________________

#3.________________________________________________________________________

Describe one or more situation when you used this skill:

___________________________________________________________________________

___________________________________________________________________________

Transferable Skills

#1.________________________________________________________________________

Describe one or more situation when you used this skill:

___________________________________________________________________________

___________________________________________________________________________

#2.________________________________________________________________________

Describe one or more situation when you used this skill:

___________________________________________________________________________

___________________________________________________________________________

#3.________________________________________________________________________

Describe one or more situation when you used this skill:

___________________________________________________________________________

___________________________________________________________________________

Pg 2.  Job Readiness  Skills Triangle Identification Exercise

Job-Related Skills

#1.________________________________________________________________________

Describe one or more situation when you used this skill:

___________________________________________________________________________

___________________________________________________________________________

#2.________________________________________________________________________

Describe one or more situation when you used this skill:

___________________________________________________________________________

___________________________________________________________________________

#3.________________________________________________________________________

Describe one or more situation when you used this skill:

___________________________________________________________________________

___________________________________________________________________________

How would you describe your skills to an employer?  Which skills would you want the employer to know about most?  Why?  
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