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Scope and Sequence

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

'l

Communication 1

Nonverbal
Communication
pages 5-8

I can explain
how to use and

interpret nonverbal
communication
professiona lly

. Explain the importance of nonverbal
communication in the workplace

. ldentify common types of nonverbal
communication

. Recognize how to interpret
nonverbal communication correctly

. Explain how to avoid misinterpreting
nonverbal communication

. ldentifu wavs to develop persuasive

e m p ath i ze, e ntre p re n eu r,

frien d I i ness, I i kesble,

p e rsu asive, p itch, p ro m pt,
p ros p ective, rel u ctq nt,

trustworthy

, oO I can describe . Descrlbe the benefits of using
Communication 2 88 ways to develop persuasive communication at work

Persuasive my persuaslve . Recognize the main tools
Communication communication skills and principles of persuasive
pages9-12 i : communication

I
I

!
!

t3 -- rib" f *tilrg 
"rd! coal Setting

sticking to strategies for staying . Explain why committing to goals can
Your Goals committed to my be difficult

-^-l-
pages 13-16 goals

. ldentify strategies to stay committed
to goals

can explain . Describe the components ofcan explain . Describe the components of
Teamwork : what emotionally ; emotional intelligence and how

Building Emotional intelligent teams look they contribute to success in the

lntelligence like and the benefits workplace

pages-17-20 i of them 
I . roentitythe attributes of a successful

team with emotional intelligence

__l

align with, buddy,
ch o I le ngi ng, poyoff, p ressu re,

resi I i e nt, sobotoge, see
(somethi ng) th rough, self-
confidence, self-talk, stick to
komefhincl

qwq re n ess, a tllu se, exn t o tt,

fu e l, gratifyi n g, h esita nt,

i nte rd e pe nd e n ce, i n tri nsi c,

percetve, prqtse

. i i:ilfl,ilJl:il:li:ffi[:"'.',"" .

i 5 , I can explain the . . Explain the difference between olternotive, consider, decision
, Critical Thinking seven steps to I low-risk and high-risk decisions : moking, gother, high-risk, :

' Decision Making effective decision ' . ldentifu the seven steps in the indecisive, intuition, low-risk,
m:kino 

' . tdentify the seven steps in rhe ':l:::': ,:,::on, 
low-risk,uectslon tvtaKtng -',::.,,- ldentity the seven steps in the

pages 21-24 making decision-making process outcome, weigh

. Discuss the common myths about

: i idecisi :
decisi

:

io I rcandescribe i.state nceofdevelopingai :::i,
i Leadership : the five common ! leade : i
I l^-l^.--L:- -!..1-- 

: : :

i; Leadership Styles leadership styles i . oescribe mon leadership 
i

, p.g"t Zs-zA i i styles and when they work most ::oe-t-egote, oomtnonr, nands-

: : i effectively i off, monipulote, mentoring,

Module Q 1."n... Learning Objectives Vocabulary
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7
Self-Management

The Power of
Deadlines
Pages29-32

8
Wellness

Work-Life Balance
pages 33-36

9
Social
Responsibility

Ethical Decisions
pages 37-40

10
Branding

The Elevator Pitch
pages 41-44

'11

Job Search

Using Social Media
pages 45-48

12

lnterviewing
Evaluating Job
Offers

work-life balance

q9 I can describe ' Explain the difference between soft cotegorize, dread, extend,
)-7 ways to set and and hard deadlines interim, looming, moster,

meet deadlines 
| 
. oescribe the personal and lOoce, Oitfall,,produc.tivity,

successfully I professional tenefits of meeting I self-,imposed,.submit,

i deadlines - underestimote

i : iHxy;'rl"::n?::::;;'"'j'", ,

, I can describe . Explain the importance of work-lif e :. blur, burnout, demonds,
' ways to maintain balance , detrimental, droined,

I can explain
how to create an

home lives i__t"_
. Describe an ethically stronS i bribe, code, cost-effective,

. Describe ways of achieving work-life
balance

. ldentify strategies for correcting an
imbalance between your work and

. Explain the benefits of using social
media for job searching

. ldentify strategies for creating a

successful professional profile

energize, imbalonce,
reword, shift

ethically strong
workplace

successful elevator
pitch

create a elevator pitch job seeker, one-off, pitch,

ldentify when and where to provide recruitment foir, rehearse,

an elevator pitch

. Explain how to create a successful
elevator pitch

target, winning

I can explain
how to use social

media for job search

I can describe
the criteria for

evaluating a job offer

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

Discussi on strate8ies.................... page 68

Vocabulary practice page74

Glossary ...................page 87

acquire, customized,
d iffe re nti ate, d i rectly,
endorse, go-to, prooctive,
recru it, regu lo rly, showcose,

toilor, up-to-dote

. Explain the importance of evaluating
job offers

. ldentify the criteria for evaluating a

job offer

be n efits, e nti ci ng, eq u i p,

established, insight, make
ends meet, meon i ngfu I ly,

recr u itm e nt, su bs i d i zed,

tuition

vi
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COMMUNICATION 1

Tell your story
A TH lN K ln your online course, you thought about a time that you misinterpreted

nonverbal communication. What happened and how did you proceed? Listen to the
example.

PAIRS Discuss your story.

SHARE Tell your story to the ctass.

B

c

Step Take away

A TH IN K neview your notes from the online module and match the words with
the definitions.

facial expressions eye contact physical distance posture gestures

PAIRS For each of the descriptions, write 1-3 examples or notes.

SHARE Check your answers with the class and add more examples to the
descriptions.

B

c

when two people
look at each
other's eyes while
communicating

the motions you
make with the
muscles in your
faces

movements we
make with our
hands, arms, and
heads

the space between
people

the way we hold
our bodies while
sitting or standing

Ste

Type Definition Examples
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COMMUNICATION 1

A PAIRS tn your online course, you focused on your spontaneous facial expressions
and gestures in reaction to others and how they are interpreted. Tell your partner
about your findings. Read the example.

I focused on my reoctions, ond I reolized thot ltend to roll my eyes when Ithink someone is
exoggeroting or rambling. I asked my sister about it, ond she told me thot it often discourages her

from continuing a conversotion with me. She said my eye-rolling makes her feel like she's being
judged or that she doesnT hove something valuoble to soy. |m going to pay closer oltention to this
hobit, so I donT seem like o disrespectful listener.

B SHARE Discuss your list with the class.

Step Talk!

PAIRS Body language is as much a part of our culture as our verbal language. How we
send and receive messages through our body language is very much influenced by our
culture. Even the most common gestures can mean different things in different cultures.
Look at the chart below and discuss the questions.

What do the gestures above mean to you?

Which meanings surprised you the most?

What are some common gestures used in your culture or country? Do you know if these
gestures are universal?

a

a

a

Shaking head
from
side-to-side

No: Countries throughout North, South, and Central America, Europe,
Asia, and the Middle East

Yes: Albania and Bulgaria

Curling the
index finger
toward the palm
ofthe hand

Come here: US, various English-speaking countries

The dog call (rude to be used to sumrrTon people): Philippines, Korea, and
parts of Latin America

Making eye
contact

Sign of respect and interest: Western Europe, US

Sign of disrespect (between unfamilior people, or those of different genders
or sociol c/osses): Hispanic. Asian, Middle Eastern, and Native American
cultures

Going forward
A PAIRS ln your online course, you reflected on how you could improve your non-

communication skills after studying more about nonverbal communication. Discuss.
Listen to the example.

VOCABULARY PRACTICE

Go to page 74.
B SHARE Present your ideas to the class.

Step Project

Gesture Meaning / Countries

Death: Singapore

Step

8
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