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Scope and Sequence

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

1

Communication

How to
Communicate
Successfu lly
pages 5-8

2

Communication 2

Effective
Communication
at Work
pages 9-1 2

3

Goal Setting

SMART Goals
pages 1 3-1 6

4
Teamwork

Being a Team
Player
pages 17-20

5

CriticalThinking
Critical Thinking
5 kills
pages 21-24

5

Leadership

Leadership Skills
pages 25-28

i I can identify
1 i successful

i communication skills

a ccu rate, offect, b rea kd own,

d eta i l, fa ci a I exp ressi o n,

fo rm a l, i nfo rm a l, i nterfe re,

i m p ressi o n, p refe ren ce, rea ct,

record

blqme, calm down,
co nfi rm, emoti o n, exp ress,

i nterru pt, i nvolved, n eutra l,

misunderstanding, pay
atte nti o n, respo nd, u pset

a ctu a I ly, co n ce nt r ate,

d eta i I ed, d i rectly, exactly,

figure out, on average,

o rigi n a l, positive, rea I isti c,

related, set aside, side effect,

time frame

active role, conflict,
enco u rage, fl exi bl e, get
along with, opinion, rely on,
respo nsi bl e, strength, solve,

supportive, weakness

a na lyze, cl a i m, d ecisi o n,

d ishon est, evql u ate, evi den ce,

identify, issue, respected,

revi ew, sou rce, vi ewpo i nt

attitude, brave, feedback,
innovation, inspire,
m otivqte, o p po rtu n ity,

outgoing, quality, respect,

responsibility, volue

setting SMART goals
and describe howto
create them.

I can explain
importance,

teamwork and
describe the skills
an effective team.

I can explain the
importance of

I can explain and | 
.

describe the ! .

Define critical thinking

Describe the steps in the critical
thinking process

ldentify ways to improve critical
thi n ki ng

Describe the qualities of a good
leader

. Explain the importance of leadership
s kills

. ldentify ways to improve leadership
skills

rthe . Describe the benefits of working on
of a team

of 
. Describe teamwork skills

. State how to improve teamwork
s kills

steps in the critical
thinking process.

I can describe
the skills needed

to lead people
effectively.
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7
Self-Management

Tlme Management
pages 29-32

8

Wellness

Healthy Habits
pages 33-36

9

Social
Responsibility

Persona I

Responsibility
pages 37-40

10

Branding

Branding Basics

pages 41-44

't1

Job Search

What ls
Networking?
pages 45-48

12
lnterviewing
lnterview Basics
pages 49-52

. Describe the beneflts of using time
management tools

. Describe four specific time
management tools

. ldentify effective time management
strategi es

. ldentify healthy and unhealthy
habits

. Describe the benefits of having
healthy habits

. Describe the effects of unhealthy
habits

. Define social responsibility

. Explain personal responsibility

. Describe workplace etiquette

. ldentify ways to improve workplace
eti q u ette

. Define what a personal brand is

. Describe specific strategies for
building a personal brand

. ldentify effective mission statements

. Define what a professional
network is

. Explain the benefits of networking

. Describe specific strategies for
building and growing a professional
network

. Explain the importance of preparing
for a job interview

. Describe specific strategies for
preparing for a job interview

ossignment, catch up,

category, deadline,
orga nized, overwhel med, pi I e

up, put off, ronk, stroteL)/,

stressful, worklood

active, blood pressure,

co rbohyd rate, d i o betes, fi be r,

injury, lactose, leon, mental,
m uscl e, physi cal, prote i n,

poultry

o dj u st, a p p ro p r i ate ly,

otm osp h e re, d is res p ect,

d i stra ct, focu s, n egative,
prod u ctive, p ro moti o n, rud e,

signal, tone

a ch i ev e, creative, d escri pti o n,

emphasize, highlight,
i mpress, motch, notice,

o ngo i ng, pe rso n a I ity, refl ect,

revtse

advice, effective, establish,

expand, get-together, in
touch with, purpose, reach
out, relate, separately,
training, updote

o good fit, applicant, casual,

co nfi d e nt, d i scu ssi o n,

document, dress code,

duty, neat, professional,
req u i re m ent, refe ren ce, va I u es

I can explain the
importance of

personal social
responsibility and
describe workplace
etiq uette.

., ,. I can describe
i ' strategies for
building my personal
brand.

I can describe
specific

strategies for building
and growing my
professional network.

I can describe
specific

strategies for
preparing for a job
interview.

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

D i scussi o n strategi es.................... page 68

Vocabulary practice page 72

Glossary ...................page 86
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COMMUNICATION,I

step @
A

B

c

TH IN K tn your online course, you thought about a communication experience you
had that went well or did not go well. Listen to the example.

PAIRS Discuss your story.

SHARE rell your story to the ctass.

Step kno ledge

A PAIRS Read the two scenarios that show different communication breakdowns.
Discuss the questions for each scenario.

Sam works as a web designer for a home goods
company. The laptop he uses for work is getting old
and slow, so Sam would like his employer to give him a
new one. A new laptop will help him do his work more
quickly. lt will also allow him to get better software,
which will make his designs better. He wants to talk to
his boss, Kara, about this.

1

2

What is Sam's message? Did he make it clear?

Did Sam choose the best medium to deliver his
message?

How is Sam's delivery?

Jia is a customer care specialist at a phone store.
She had the following text exchange with her
manager, Marie. Marie was not happy.

well that was bad
''/' :l l:

l'm sorry, who is this?

haha oops it'sJial I got a new
number - forgot to tell you. U

remember that lady with the
red hair? she just got super
mad about the prices going up

Are you talking about a customerT

!1.:rlr:

Jia, if one of our customers is
angry, I want to know about it.
Can you please come to my office
and explain what happened? 

,r,

Well not much really. She came
to ask for a new mobile contract
because the old one ends soon
but now more 3 so she got ($

Can you please come to my office?

now?

What isJia's message? Did she make it clear?

Did Jia choose the best medium to deliver
her message?

How is Jia's delivery?

p&

1

2

Heg, Kara
Hi, Sam What's up?
Well, l'm working on the new designs
Theg're a lot bigger now because we've
added videos and some new menus
Yes?
Yeah, well, it's taking me a long time Mg
computer is kind of slow

Kara: Oh, I see Well, we have time You don't
need to finish the design for another
couple of weeks

Sam: OK

Tell your story

6
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COMMUNICATION.I

Project

PAIRS ln your online course, you took notes about people's communication skills on TV.
Using your notes, discuss what you found. Read the example.

I watched an interview of two scientists who study oceons. t'd soy the style wos potite but not too formol.
The scientists shored a lot of information which they exploined in a simple way so the oudience could
understand it. From this I learned thot it's important to think obout your message ond present it clearly.

I

Step Talk!

PAIRS There are many different kinds of communication problems in the workplace.
Read the information and then discuss the questions.

Do any of these facts surprise you? Why or why not?

Have you had any ofthese experiences?

What other problems can cause communication breakdowns?

a

a

a

57%
of emplogees sag

the instructions theg
get at work are

not clear.

65%
of emplogees

prefer face-to-face
meetings when sharing
information, but onlg

22Yohave regular
meetings at work.

61%
of emplogees do

not read their
work emails.

86%
of managers

and emplogees sag
that communication

breakdowns and
poor collaboration
neg*tivelg affect

75%
of emplogees prefer
watching a video to
getting the same

message as a text.

Step Going forward
PAIRS ln your online course, you reflected on how you could improve your
communication skills. Discuss. Listen to the example.

B SHARE Present your ideas to the class.

v
A

VOCABULARY PRACTICE

Go to page 72.

Step

I can identify successful communication skills. I


