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Scope and Sequence

Welcome
pages 2-4 ln the classroom Learn about your book Meet your Employability Skills Coaches

1

Communication'l
Resolving Conflict
pages 5-8

2
Communication 2

Handling
M iscommunication
pages 9-1 2

3
Goalsetting
Monitoring
Progress
pages 1 3-1 6

4
Teamwork

Solving Team
Problems
pages 1 7-20

5

Critical Thinking

Analyzing and
Eva luating
lnformation
pages 21-24

I can describe
specific

strategies for
managing and
resolving conflict.

I can describe
mtscommunt-

cation and the
strategies for resolving
it at work.

I can describe
strategies for

monitoring progress
in order to achieve
goals.

I can describe
ways to

recognize and resolve
common team
problems.

. Understand what conflict in the
workplace is

. Describe good conflict resolution
practices

. Describe miscommunication in the
workplace

. Recognize the consequences of
miscommunication at work

. ldentify ways to fix communication
mista kes

. Explain the importance of
monitoring progress toward goals

. Describe two key strategies for
monitoring progress toward goals

. ldentify steps in reviewing and
evaluating progress toward goals

. Recognize the five most common
teamwork problems

. Describe ways to solve those team
problems

a ccu sati o n, a n n oyq nce,

opologt, brainstorm,
co m p ro m i s e, d efe ns ive,

fru strati o n, o bj ective, res i st,

resolve, shut down, tense

owa re, e m ba rross, excuse,

i m pact, i nse ns itive, p o n ic,

possive, profit, respect, undo

odj ust, ch eck-i n, com m itted,
effective, evo I u ote, fo I low
th rough, m o n itor, p u b I i c,

reoch, remi nder, strateg/,
technique

o n n ou n ce, co I I o bo roti o n,

d e pe n d o b I e, e nth u si asm,

i n a d eq u ate, i nfl exi b I e,

inspire, interact, lack of
e ngage m e nt, o p e n - m i n d ed,

red u ced, res po nsi b i I ity, ro I e,

tone

authority, biased,

co m m e rci a l, cred enti o ls,

credible, neutrol, quolified,

relevant, relioble, reputoble,
scheme, verily

coo p e rate, coord i n ote, cope

with, criticol, determinotion,
ensu re, fo il u re, i mpressed,

intimidated, mentor,
motivate

6
Leadership

How to Be a Leader
pages 25-28

I can
describe critical

thinking and explain
its importance in
analyzing online
information.

. Describe critical thinking and why
it matters

. ldentify the characteristics of
reliable and unreliable online
information

. Describe how to analyze and
evaluate the reliability of online
information

. Describe the skills needed by
good leaders

. ldentify leaders' common strengths
and weaknesses

Module q lcan... Vocabulary
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7
Self-Management

Time-Management
Strategies
Pages 29-32

8
Wellness

Managing Stress
pages 33-36

I can explain
time-

management
strategies related to
procrastination.

& I can explain
I r how to manage

stress.

. Explain what procrastination is and
why it is a problem

. Describe the common reasons
people procrastinate

. ldentify strategies to overcome
procrastination

. ldentify three common types of
things that cause stress

. Explain how stress affects us

. Describe ways to manage stress

accom p I ishment, o p peo I i ng,

complex, distract, hove
o hondle on, incentive,
ove rco m e, ove rwh e I m i ng,

pri o ritize, ra n k, rewa rd i ng,

workload

add ress, onxious, commit to,
get rid of, grateful, nouseo,
p ress u re, psych ol ogi ca l,

recognize, reloxotion

9

Social
Responsibility

Business
Susta inability
pages 37-40

10
Branding

Creating a Career
Portfolio
pages 41-44

11

Job Search

The lnformation
lnterview
pages 45-48

12
lnterviewing
The lnterview
pages 49-52

sustainability is.

I can explain
what business

I can explain
how to create a

career portfolio.

. Explain how business sustainability
relates to the planet, people, and
profit

. Describe things companies can do
to improve business sustainability

. Explain the purpose of a career
portfolio

. Describe the components of a

career portfolio

. Explain two ways to prepare a

career portfollo for sharing

ce rtifi coti o n, co ntr i b uti o n,

evo I u ati o n, h igh I ight,
ove rvi ew, re I ote, rdsu m d,

stond out, summorize,
su p erv i se, tra it, tro nscr i pt

: I can explain

i how to have an
, informational
: interview.

. Describe the purpose of an
informational i nterview

. Explain how to have a successful
i nformationa I i nterview

. Describe the eight most common
types of interview questions

. Explain how to respond
appropriately to i nterview
q uestions

odvance, owkward,
ca n d i d ote, co n d u ct, criti ci ze,

d ow n si d e, entry- I eve l, fi rst-
hand, good fit, impression,
potential, trend

a nti ci pote, appl icant,
ch a ra cte r isti c, ci rcu m sta n ce,

excel, face, former,
p rod u ctive, rej ecti o n, se I I
yourself, shortcoming

I can explain
how to prepare

for a good job
interview.

Check your understanding .......... page 54

Discussion strategies.................... page 68

Vocabulary practice page74

Glossary ...................page 87
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COMMUNICATION 1

Tell your story
A TH lN K ln your online course, you thought about a time you resolved a conflict at

work, school, or in your personal life. what happened, and what did you learn? Listen
to the example.

PAIRS Discuss your story.

SHARE Tell your story to the class.

B

c

Activate your knowledge

A PAIRS Read the situation. Then listen to two versions of a conversation between
Lucas and Paul. What is the conflict?

Situation
Lucas and Poul are coworkers at an insurance compony. Lucos hos worked there for several
years. Poul hos been there for two months. When Poul wos hired, Lucos's supervisor osked
him to help Poul out.

The conflict is

B SHARE Listen again. Analyze how Paul and Lucas ccimmunicated. What did they do
right or wrong in each conversation? Take notes in the charts.

Step

Step
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COMMUNICATION 1

Step Project

PAIRS ln your online course, you interviewed one to two people who had a workplace
conflict and resolved it successfully. Discuss how the conflicts were resolved. Did the
people use any of the suggestions from the module? Which ones? Read the example.

I interuiewed my brother obout a conflict he hod ot work. He's o paralegal and he missed on
importont deodline. The lowyer he was working for wos concerned, but she didn't yell ot my
brother or get upset. She used "1" messoges so that my brother didnT get defensive. lnsteod, he
took responsibility ond opologized. They discussed why it hoppened and thought of o plon to moke
sure it didnt hoppen ogain.

I think the conflid wos resolved for several reasons. First, the lowyer remained calm ond used "1"

messoges instead of making occusations. Second, my brother took responsibility for his mistoke and
opologized. Finally, they broinstormed and found o solution to prevent it from happening again.

Talk!

GROUPS Of 3-4 Conflicts will always occur in the workplace. Here are five common
workplace conflicts. Rate them from 1-5, from the least serious to the most serious.
Compare your responses. Talk about why you rated the conflicts the way you did.

Workplace Conflicts

E poot. communication
f-l ,r.,,...,,,, :, ,, differences

f-l :.'-,:.,:::- I behaviors

E unclear or poor management

E unfair treatment

Think of another conflict. Discuss why you added it and how serious you think it is.

Going forward
A

B

PAIRS ln your online course, you reflected on how you could improve your conflict
resolution skills. Discuss. Listen to the example.

SHARE Present your ideas to the class.
VOCABULARY PRACT!CE

Go to page 74.

Step

8

Step


