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j Scope and Sequence

Welcome
page 2 ln the classroom Learn about your book Meet your Employability Skills Coaches

2 I can describe
Communication 2 specific

Handling Difficult strategies for

Situations effectivelY handling

pages 9-1 2 difficult situations at
work.

3 ' I can explain the
Goal Setting importance of

Short- and Long- setting SMART goals'

Term SMART

Goals
pages 1 3-1 6

4
Teamwork

Key Attributes of
Teamwork
pages 1 7-20

5

Critical Thinking

Perspective Taking
pages 21-24

6
Leadership

Leading a Group
pages 25-28

I t can explain the

I importance of
! having good

] interpersonal
i communication skllls.

i

!
l

. ldentify specific strategies
for improving teamwork and

collaboration

. Define perspective taking

. Describe the benefits of perspective
ta ki ng

. Describe specific strategies
for u ndersta nding d ifferent
perspectives

. ldentify leadership skills

. Describe qualities and behaviors
of a good leader

. Describe specific strategies for
leading groups of people

a p p roocho bl e, criter i o n,

criticism, defensive,

e m p I oyo b i I ity, i m p ressi o n,

misunderstanding,
m otivoted, respectfu l, ton e

concerned, command,
deal with, guidelines,

id entify, i nte ra ctio n, resolve,

r esp ectf u I ly, su ccessfu I ly

accom pl ish, a ch i eva b le,

consi d e rati o n, I o ng-term
goal, m easu ra b I e, m i lestone,

relatively, relevant, short-
term goal, time-bound

achieve, authority,
ch a r a cte risti c, col I a b o rate,

co nti n u o us, cre d it, effective,

fa ci I itate, res p o nsi b i I ity,

structu re

analyze, beneficial,
com p ro m ise, creative, cru ci a l,

d i sagree m e nt, d ive rse,

f r u str ati n g, pe rso n a I ity,

perspective, values

acknowledge, come up

with, encou rage, i nsp i re,

promotion, role model,
supervision, take a risk,

vision, vital

ldentiflT strong and weak

iv
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7 ' lcandescribe
Self-Management ; specific

, I can explain the
; importance of

. ldentify common time management
problems

. Recall specific strategies for solving
time management problems

. Describe the benefits of keeping a

time log

. Describe five dimensions of
wellness

. ldentify weak and strong areas of
wellness

. Describe specific strategies for
improving wellness

. Define diversity and inclusion

. Describe the benefits of having
a diverse and inclusive work
environment

. Describe specific strategies for
implementing diversity and inclusion
in the workplace

. Describe the components of a
personal brand

. Descrlbe specific strategles for
building a personal brand

. Describe specific strategies for
representing a personal brand in a
r6sume and online

. Define networking

. Describe specific strategies to build
an online network

. Describe specific strategies to
improve networking IRL

. Describe specific tips and strategies
for preparing for an interview

. ldentify appropriate responses to
common interview questions

. Describe specific strategies for
following-up after an interview

accountable, agenda,

correspond, efficient,
esse nti a l, esti m ate, i nte r ru pt,

overesti mate, p riority,
productivity, rule of thumb,
underestimate

ossest balance, d imension,

e m oti o n a l, fu lfi I I m e nt,

i nte I I ectu a l, iso I ated,

m utu al, n utriti ous, spi ritu al,

strengthen, workload

a cce pta n ce, d iscri m i n ati o n,

executive, implement,
i n n ovative, i nto I e ra n ce,

m iss i o n, p r o m ote, str ategy,

synergy

ambitious, authentic,
co m b i n ati o n, co m petitive,

expertise, stand out,

suitability, unique

Time Logs

pages29-32

8

Wellness

Balancing
Your Wellness
Dimensions

pages 33-36

9

Social
Responsibility

Diversity and
lnclusion

pages 37-40

10
Branding

Building Your
Personal Brand
pages 41-44

diversity and inclusion
in the workplace.

1'l

Job Search

How to Build
a Network
pages 45-48

12
lnterviewing
Preparing for an
lnterview
pages 49-52

Check your understanding

D iscu ss ion strategies.................... page 68

Vocabulary practice Page72

Glossary ...................page 86
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coMMLil,ttcATi0il ';

TF{ i&l K ln your online course, you thought about a time that you had to
communicate for 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.

A

B

c

rt=F

Activate your knowledge

A pAERS Read the scenarios below that show people communicating in different
situations. Discuss how the people are using their interpersonal skills to communicate
and write tips for improvement.

Read the post written by Zane, a team leader, on a company's website where
employees can ask for advice. What could Zane and his team do to improve their
communication during online meetings? Take notes.

l've alwags liked face-to-face meetings at work I use a lot of bodg

language and ti::ir;r,.:t, and l'm good at turn-taking, so mU conversations
go verU smoothlg.

Recent g, however, I have started running virtual meetings for mg team, and

things aren't going so well. There are long pauses and it's difficultto know
when someone is finished talking or someone else wants to sau something,
so we're constantlg interrupting each other. Also, after everg meeting, l'm

finding that manu people still have questions that theg didn't have a chance
to ask during the meeting. lt also bothers me and others when peoplelust
get up and leave their desks without saging angthing or when theg turn
off their cameras and we can't see their faces I think this is bad for the
atmosphere-gou know, how the team members feel about the meeting.

I reallg miss face-to-face meetings because everuone got to know each
other Now everuone is feeling anxious and uncomfortable because it's
difficult to communicate, and there's reallg no chance to become friendlg
with colleagues

Read the email sent to employees and the reply below. What did the writers of these
emails do wrong? How could they improve their written communication? Take notes.

M m (<(+
To: A11 Staff
SUBJECT: Emait to Staff

We're fast approaching March 31, and a lot of you STILL haven't submitted your
expense reports or selected your vacation days, and I also noticed that several
people haven't completed their performance reviews (THIS MEANS YOU MARK
AND AUDRA!), and some haven't submitted office supply requests, and it's also time
to make your meeting room reservations for next month, and tell us if you plan to
dr,r1111o, to the office charity i-r-;::* GET THESE THINGS DONEI {S

Emma,
Acting Office Manager

ili s
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COI\4 Mi-., fi tCAT I Ofi 1

Ste

PAIR.5 ln your online course, you asked the four questions about interpersonal
communication to someone you know who is a good communicator. Share their answers
with your partner. Discuss which of the answers were the most interesting and useful and
add them to the diagram in Step 4. Read the example.

I interviewed one of my colleagues at work. I think she's especiolly effective in meetings. ln answer
to the question-How do you create the right impression?-she said being positive and putting
yourself in the other person's position were the tvvo most important guidelines to remember.

G RO U PS sf 3-4 As technology makes communication easier and faster than
ever before, personal communication is becoming less formal. Discuss how techn6logy
is changing the ways we communicate. Use the facts and questions to help guide
your conversation.

A recent survey found
that 6170 of employees
use emojis in their
emails at work.

Should informal communication be more accepted in the business world?

ln what situations is using emojis and informal language in the workplace acceptable?

lf people prefer to use written communication when they contact customer service, should
companies get rid of phone customer service altogether?

lf the new trends in communication continue, what do you think workplace communication
will look like ten years from now? What about fifty years from now?

a

a

a

A pAIRS ln your online course, you reflected on which types of situations you will
handle differently after studying more about interpersonal communication skills.
Discuss. Listen to the example.

VOfrA&UIARY PRAqTiCfi

Over 68% of people
prefer to text than
make calls in their
personal lives.

Consumers in Asia and the US

prefer text messaging to voice
calls when they communicate
with customer service teams.

3.5 million business and personal
emails are sent every second, but
only about a third are opened,
and 8.570 receive a reply.

Go to page 72.

Pr ect
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Step


