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Scope and Sequence

ln the classroom i Learn about your book i fUeet your Employability Skills Coaches

1

Communication 1

Active Listening
pages 5-8

2
Communication 2

Building Rapport
pages 9-1 2

3
GoalSetting

Strategic Career
Goals
pages 13-16

4
Teamwork

Preventing and
Managing Group
Conflict
pages 17-20

5

Critical Thinking

Evaluating
lnformation
pages 21-24

6
Leadership

Building
Leadership Skills
pages 25-28

I can explain
the

importance of and
describe specific
strategies for active
listening.

I can explain
work rapport

and descrlbe
strategies for
building and
maintaining it.

I can explain
causes of

group conflict and
describe strategies
for preventing and
managing conflict.

I can describe
specific

strategies for
evaluating
information.

. Recognize the three parts of active
listening

. Explain the importance of active listening

. Describe specific strategies that show
active listening

. Explain what rapport is and its role in
good work relationships

. Describe specific strategies for building
rapport

. Describe specific strategies to maintain
rapport

. Explain the importance of strategic
career goals

. Describe how to use short-term goals

as stepping stones

. Explain when and how goals should be
re-allgned

. Describe specific strategies to transfer
skills to a new career

. Explain the common causes of conflict

. Describe specific strategies to prevent
co nfl ict

. Describe specific strategies to manage
conflict

. Describe specific strategies to evaluate
the credibility of a claim

. Describe specific strategies to evaluate
the reliability of the evidence

. Explain three strategies to evaluate the
logic of the evidence

. Describe five speclfic skills that good
leaders use

. Explain how to develop these skills

atte ntive, cl o rify, en ga ge,

expa nd, focus, i m poti ent,

multitask, non-verbol cue,

refresh, retoin

at ease, otmosphere,
co m mo n gro u n d, estob I ish,

fo u n d oti o n, h a r m o n i o us,

inoppropriote, i nteract,
mutuol, open, shut
someone down

adjust, long-term,
p u rsu e, re-a I ign, sh o rt-
term, start from scratch,
step pi ng stone, ti mel i ne,

tronsferoble skills

o cknowl edge, b ro i nsto r m,

compromise, criticol,
defensive, diversity,
esco I ote, foste r, i n cl us ive,

morole, prevention

bias, cite, claim, credible,
evid ence, flaw, I ogico l,

re I i a b I e, stotisti cs, vogu e,

verify

ch o I I en ge, co I I o bo rati on,

co nstr u ctive, d el egate,

effective, empower,
m i cro m o n oge, m otivate,
persuasion, pushback,
resistont, vision

iv

Module Q l.rn... Vocabulary
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7
Self-Management

Persistence
pages29-32

8

Wellness

lmproving Your
Wellness
pages 33-36

9

Socia I

Responsibility

Glving Back

pages 37-40

I can describe
the

importance of
persistence and
specific strategies

. Explain what persistence is and why it is
important

. Explain what the power of yet is and how
it can affect your mindset

co pocity, d isco u roged,

e ncou nter, i n p ut, obsto cl e,

optimism, overcome,
overwhelmi ng, potentiol,
re newed, setback, stu m bl e

to develop theyet i ' Describe specific strategies to develop

I can explain ' Explain the importance of evaluating

the habits personal routines to improve wellness

. Describe ways to replace unhealthy habits
with healthy ones

athletic, diet, drain,
encomposs, hobit,
meditote, nutritious,
p ri o r ity, p rove n, re pl oce

and importance of
wellness and
describe specific
strategies for
improving it.

I can explain
the benefits

of social

. Describe ways to maintain healthy habits

. Explain the benefits of giving back to the capable, cause, donation,
community for individuals and businesses drive, fundroiser, incentive,

. Describe ways companies give back to the :::!:::y:*::::!^1t'"''responsibility and
describe ways to
give back.

developing my

po rtici pdte, reputotion,
community or society l::'''-'""'

t volunteer
. Describe ways employees can give back

when their company doesn't have programs

. Describe ways to give back when you

10
Branding

Branding Yourself
Online
pages 41-44

when building your brand online

. Explain how to network online and use
social media to advance my career

. Describe specific strategies for protecting
my information

. Explain how to tell my story

11 @) I can describe . Describe specific strategies to research at a glonce, background

Job Search Y the benefits companies work, business plon, due
I ^ i ^r ^^..r -^^-iti- ! i Ailironra inciAo craan

I 
Researching 

i ::::tt".'ll' I 
. Exptain where and how to rind speciric, l!!|i,!ji'-:!*'f!!|:companies I strategies for i ;ilil;;;;;;; i;;;;;-";i";" ',u^""'^'u 

'a^r'h t'h^trtt^)d^Lompanres I sLIdLeBre5 rur ! in-deptrr company information i

pages 45-48 i researching i ;

i companies during | ' Explain the benefits of researching 
I

i the.lob-search I comPanies 
f

process. life bolonce

12 I can describs . Describe specific strategies to answer buy time, emphosize, on12 I can describs . Describe specific strategies to answer buy time, emphosize,
lnterviewing t 5tr6tggies for common interview questions the spot, present, self-

Difficult lnterview answering both . Explain how best to prepare for an interview doubt, strategt, stump,

Questions common and -'-r'- -- r'-r- fuke the lead

^-^^- /n tr1 difFirr rlt intpnriprrr . Descrihe techniottes to deal withpages 49-52 difficult interview ' Describe techniques to deal with
questions. challenging interview questions

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

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

Vocabulary practice page74

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

consistent, genuine,
perception, portray,
p rese n ce, p r ivo cy setti n gs,

relevont, selective,

te m p e ro m e nt, vis i b I e, wo rk
ethic

Q t.rn...



IA

ol Jto uortPDUnuord
papualq pue )eaM

LUeql raMSuP uaq]
pue suorlsanb nnarrualur rorAPqaq Mar^ralur

uo slrlsrlels ssnlsrcsu.rsruaqdn3

Surlunq qol uaqnn

sa ] ror.rd rno{ ssn:sr6

]noqP

sula;qo;d
3ur:e; uaqan suorlnlos

pue sar8alerls req] ]noqe
ureel ol apnlrpp anrlrsod

e qllM euoeuios Marrualul

suosPar SurUoddns
l{;lruapr o] peau

suorlPlolloJ

s;a{o;dua atuasald
pue sJa)aas qo[1noqe autluo ln]ssettns '3uo;ls e

sDe] erpeur lprfos ssnfsrC qllm aldoad oMl Metnlalul

1:eq Surnr8 ro] UoM 1e

eur] qlnu a^eq ]ou op
no{;r raalun;on o1 s{e6

suuerSo;d ]noqe auoeuos

laMo^ e o] laMon e 3u11u11

ft] ol ]uem noI
lPqt slrqeq {qtleaq anrl

plroM aq] punore aluM pup ssau;;ann;no[
sarrlre;d ssaullaM ssnlstC anordr-ur ol s{enn qlleasau

uorlrppe lo

seepr ureLU roJ ualsrl

suorleue;dxa .toJ uelst-l

slueuosuol

o ra]]al aqf

sanrpa[pe
ur s8urpua pa- aql

sleo8 r;aql peLlleer uaq]
pue pelsrsred oqnn aldoad
snoure] rno] lnoqP uJeal



'89 aBPd o1 09

'rS e8ed ot og 'SutpuetsJapun rnor( )laqf J
elou 

^q,l^ 
ro 

^qM Zser8alerls 3ulua1sr1 a^!pe pooS Sursn aldoad eq] llp a.ry 'o1oqd aql le loo'l I
'oeprn uJpal il,no; wtlq at4l qlle6 lfuoutau .rno{ qsar;e6 y

peuels tag eEa+s

#=93#*$ru
6uruelsrl entlf,V

I uolleelunululof

r

SII9IIVUIS
NOtSSn)SrO



qse Tell your story
A TH lN K rn your online course, you thought about a time you needed active listening

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

B PAIRS oiscuss your story.

C SI-IARE Tett your story to the ctass.

A

Pietro

tr
tr
tr
tr
tr
tr
tr
tr

Sarah

tr
tr
tr
tr
tr
tr
tr
tr

T;,"r* your knowtedge
PAIRS Listen to a conversation between
Sarah and Pietro, who are web designers
on a project together. Pietro has just met
with their clients and is filling Sarah in
on the details. Pay attention to how each
person uses active listening skills. What
are they doing correctly or incorrectly?
Check the boxes and discuss if you think
this was a successful conversation or not.

This person ...

1 is taking notes

2 is paraphrasing sentences

3 is asking questions for clarification
4 seems distracted

5 is multi-tasking

5 sometimes interrupts
7 sounds impatient
8 sometimes finishes the other person's sentences

PAIRS Choose if you are Student A or B.
Study your card and perform the role play
with your partner using your own ideas
and the active listening strategies from
the online module. Then give each other
feedback on how well you felt the other
person was listening.

B

6
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COMMUNICATION 1

5€ep

PAIRS ln your online course, you chose an active listening strategy from this module
and then used it in a situation where you needed to actively listen. Explain what the
situation was and how well the strategy worked. Read the example.

I tried taking notes during a meeting with my monoger. We're usuolly reolly busy ond there isnT time.
But this time I osked her to wait o minute so I could toke notes. She actuolly seemed to oppreciate it;
she could see I wos trying to poy ottention. lt wos reolly helpful in the end because I got oll the details t
needed without having to go bock ond ask questions.

I

Talk!

PAIRS Listening is something that we just do without thinking. However, we have all
been in situations where we suddenly realize that we haven't been listening to a word of
what the other person has been saying! Read these facts about listening.

Do any of the facts surprise you? Why?

Do you they remind you of interactions that you have had?

Are there any facts that help you understand some of the things you do?

a

a

a

S€e Going forward
A FAIRS ln your online course, you reflected on what situations in your life you will

handle differently after studying more about active listening. Discuss. Listen to the
examples.

B SFEARE Present your ideas to the class. VS€EBqJLAffiY PRA€TS{fi

Go to page 74.

Project

S€ep

th?q, ,ofr1,

I can explain the importance of and describe specific strategies for active listening.


