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During the job application and interview process, employers look for 
applicants with hard skills and soft skills. Successful candidates will make 
sure to put both skill sets on display. To do so effectively, it helps to 
understand the difference between these two types of skills. 
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Review the differences between hard and soft skills, what employers look 
for, how to highlight your skills, and examples of each type of skill. 

What Are Hard Skills? 

Hard skills are teachable abilities or skill sets that are easy to quantify. 
Typically, you'll learn hard skills in the classroom, through books or other 
training materials, or on the job.1 These hard skills are often listed in your 
cover letter and on your resume and are easy for an employer or recruiter to 
recognize. Hard skills include: 

Proficiency in a foreign language 

A degree or certificate 

Typing speed 

Machine operation 

Computer programming 

What Are Soft Skills? 

Soft skills, on the other hand, are subjective skills that are much harder to 
quantify. Also known as people skills or interpersonal skills, soft skills relate 
to the way you relate to and interact with other people.2 Soft skills include: 

Communication 

Flexibility 

Leadership 



Motivation 

Patience 

Persuasion 

Problem-solving abilities 

Teamwork 

Time management 

Work ethic 

Unlike hard skills, it's hard to point to specific evidence that you possess a 
soft skill. If an employer is looking for someone who knows a programming 
language, you can share your grade in a class or point to a program you 
created using the language. But how can you show that you have a work 
ethic or any other soft skill? 

Show, Don't Tell 

Make note of your soft skills and point out some concrete instances where 
you've used them. 
Just saying you have the skill isn't very meaningful. Instead, your best bet is 
to demonstrate that you possess this quality by sharing examples of times 
when you used it. 

Top Skills Employers Look For 

While certain hard skills are necessary for any position, employers 
increasingly look for job applicants with certain soft skills. That's because it's 
generally easier for an employer to train a new employee in a hard skill (such 
as how to use a certain computer program) than to train an employee in a 
soft skill (such as patience). 



Get to Know the Top Skills Employers Seek 

Analytical skills, communication skills, interpersonal skills, and leadership 
skills are among the top skills employers look for from prospective 
employees. 
Employers are increasingly looking for candidates with hybrid skills, which 
are a combination of soft and technical skills. Candidates with this skill set 
are very competitive in a continually evolving, technologically focused 
economy. 

If you possess the top skills employers seek in candidates for employment, 
incorporate them into your resume and cover letters and mention them 
during job interviews. 

How to Emphasize Both Hard and Soft Skills 

Since they're both important, emphasize both your hard and soft skills during 
the job application process. This way, even if you lack a hard skill required by 
the company, you can emphasize a particular soft skill that you know would 
be valuable in the position. 

For example, if the job involves working on several group projects, 
emphasize your experience and skill as a team player and your ability to 
communicate with team members. 

Skills to List and Avoid 

The type of skills to highlight on resumes, cover letters, and during 
interviews vary depending upon the type of job for which you're applying. If 
you're seeking an administrative job, for instance, communication skills, 



customer service skills, experience crafting business correspondence, and 
stenography are helpful skills to list. 

If the position is managerial related, it's important to demonstrate 
supervision experience and leadership skills like the ability to delegate and 
problem-solve. Interpersonal skills such as empathy, patience, and 
diplomacy are also important traits to possess. 

Note 

Reading the job description carefully will give you a sense of the type of job-
specific skills an employer is looking for in applicants. 
What you won't find in that description, however, are the skills not to list, 
including proficiency with software or technology that is no longer relevant 
like MS-DOS or Lotus 1-2-3. The same goes for skills that you do not 
possess or are otherwise unrelated to the job in question. Experience as a 
graphic designer, for example, wouldn't necessarily be applicable to a 
position in human resources. 
 

How to Highlight Your Skills 

To make sure potential employers are aware of your skills, highlight them on 
your resume and cover letter. Weave in mentions of your skills during job 
interviews.  

Incorporate skills into your resume. On your resume, include a skills 
section that lists out relevant skills. You can also point to your skills in the 
job description. For instance, if you're applying for a job where you need 
legal knowledge and the ability to communicate with clients successfully, 
you can include similar experience in job descriptions. 



Include relevant skills in your cover letter. Your cover letter is also an 
opportunity to highlight both sets of skills. When it comes to soft skills, 
however, rather than saying you have a soft skill, demonstrate that you 
have it. For instance, rather than saying "I have leadership skills," say, "In 
my role at Company ABC, I steered the sales team to record numbers, 
creating a bonus structure that generated strong results." 

Share your skills during job interviews. During interviews, the STAR 
interview response technique can help you show off soft skills. STAR, 
which stands for situation, task, action, and result, is a way to answer 
behavioral interview questions ("Describe a time when...") that involves 
recounting a work-related challenge, what role you played, what you did to 
affect the outcome, and what the result of the action you took was on the 
situation.

Key Takeaways 

Employers seek candidates who exhibit both hard skills (technical, 
quantifiable abilities) and soft skills (interpersonal, subjective qualities).

Highlight your hard skills by listing certifications, degrees, and specific 
proficiencies, and demonstrate your soft skills through concrete examples 
in resumes, cover letters, and interviews.

Emphasizing a blend of hard and soft skills can make you a competitive 
candidate, especially for positions requiring a hybrid skill set in a 
technologically evolving job market.

Sources: 
GFCGlobal. "Hard Skills vs. Soft Skills."

CareerOneStop. "Skills Assessment."
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Almost every job requires workers to use verbal communication
skills. That’s why verbal skills are highly ranked on the candidate
evaluation checklists used by many job interviewers.

The stronger your communication skills, the better your chances of
getting hired regardless of the job for which you’re applying. You’ll
do better during the interview, as well as on the job.

What Are Verbal Communication Skills?
Effective verbal communication skills include more than just
talking. Verbal communication encompasses both how you deliver

Career Outcome 1
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messages and how you receive them. Communication is a soft skill,
and it’s one that is important to every employer. 

Note
Workers who can convey information clearly and effectively
are highly valued by employers.

Employees who can interpret messages and act appropriately on
the information that they receive have a better chance of excelling
on the job. 

Verbal Communication Skills in the
Workplace
What constitutes effective verbal communication on the job
depends on the relationships between communication partners
and the work context:

Verbal communication in a work setting takes place between
many different individuals and groups such as co-workers,
bosses and subordinates, employees, customers, clients,
teachers and students, and speakers and their audiences.

Career Outcome 1
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Verbal communication occurs in many different contexts
including training sessions, presentations, group meetings,
performance appraisals, one-on-one discussions, interviews,
disciplinary sessions, sales pitches, and consulting
engagements.

Examples of Verbal Communication
Skills
Here are some examples of effective workplace verbal
communication skills employed in different workplace contexts.

Verbal Communications for Supervisors: The best supervisors
don’t merely tell their subordinates what to do and expect them to
listen. Instead, they employ active listening skills to understand
employee needs and perspectives, engage in verbal negotiation to
address and defuse issues, and capitalize upon opportunities to
praise individual and team achievement.

Advising others regarding an appropriate course of action

Assertiveness

Conveying feedback in a constructive manner emphasizing
specific, changeable behaviors

Disciplining employees in a direct and respectful manner

Giving credit to others
Career Outcome 1
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Recognizing and countering objections

Showing an interest in others, asking about and recognizing
their feelings

Speaking calmly even when you’re stressed

Terminating staff

Training others to carry out a task or role

Using affirmative sounds and words like “uh-huh,” “got you,” “I
understand,” “for sure,” “I see,” and “yes” to demonstrate
understanding

Using self-disclosure to encourage sharing

Verbal Communications for Team Members: Open and constant
lines of communication are vital to team success, particularly when
completing quality- and deadline-critical projects. One of the most
important team-building skills, strong verbal communications help
to ensure that issues will be spotted and resolved in formative
stages, averting costly escalation.

Conveying messages concisely

Encouraging reluctant group members to share input

Explaining a difficult situation without getting angry

Explaining that you need assistance

Career Outcome 1
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Paraphrasing to show understanding

Posing probing questions to elicit more detail about specific
issues

Receiving criticism without defensiveness

Refraining from speaking too often or interrupting others

Requesting feedback

Stating your needs, wants, or feelings without criticizing or
blaming

Verbal Communications with Clients: If a large part of your work
involves one-on-one communications with customers, it’s helpful
to have a “gift of gab” – particularly if you are a sales professional.
Keep in mind, though, that your conversations need to be focused
upon identifying and addressing your clients’ needs; using your
verbal talents to encourage consultative dialogues will ensure
positive client relations.

Anticipating the concerns of others

Asking for clarification

Asking open-ended questions to stimulate dialogue

Calming an agitated customer by recognizing and responding
to their complaints

Career Outcome 1
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Emphasizing benefits of a product, service, or proposal to
persuade an individual or group

Noticing non-verbal cues and responding verbally to verify
confusion, defuse anger, etc.

Verbal Communications for Presenters: Public speaking is a
talent that is honed both through practice and through formal
training. Speaking articulately and persuasively to a live audience
involves:

Enunciating each word you speak clearly

Introducing the focus of a topic at the beginning of a
presentation or interaction

Planning communications prior to delivery

Projecting your voice to fill the room

Providing concrete examples to illustrate points

Restating important points towards the end of a talk

Selecting language appropriate to the audience

Speaking at a moderate pace, not too fast or too slowly

Speaking confidently but with modesty

Summarizing key points made by other speakers

Supporting statements with facts and evidence
Career Outcome 1
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Tailoring messages to different audiences

Telling stories to capture an audience

Using humor to engage an audience

Tips to Improve Your Verbal
Communications
Even if you are a shy introvert who prefers to work independently,
there are ways to improve your verbal communication skills so that
you can more easily cultivate rapport with others.

Practice makes perfect, and so take the time to actively practice
these communications skills for workplace success: active
listening, clarity and conciseness, confidence, empathy,
friendliness, open-mindedness, giving and soliciting feedback,
confidence, respectfulness, and non-verbal (body language, tone
of voice, eye contact) communication. 

Was this page helpful?

Career Outcome 1
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Applied Knowledge Effective Relationships Workplace Skills
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What is Personal 
Success?

Values
Positive 

Attitudes
Good Work 

Habits
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What are 21st Century 
Employability Skills?

• General skills
necessary for success
in the workforce

• These skills include:

• Applied Knowledge

• Effective
Relationships

• Workplace Skills

Applied Knowledge

• Applied Academic
Skills

• Critical Thinking Skills

Effective Relationships

• Interpersonal Skills

• Personal Qualities

Workplace Skills

• Resource
Management

• Information Use

• Communication Skills

• Systems Thinking

• Technology Use

Instructor Copy Examples  
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What is Personal 
Success?

• One’s belief of what 
will make them 
successful

Values

• Principles and beliefs 
that you consider 
important

• Influence your 
decisions and actions

• Courage

• Fairness

• Freedom

• Honesty

• Respect

• Responsibility

• Trustworthiness

Positive Attitudes

• Friendliness

• Self-motivation

• Teamwork

• Adaptability

Good Work Habits

• Be on time

• Be at work every day

• Call your supervisor 
immediately if you 
become ill and must 
miss work

• Complete all work in 
a timely fashion

• Keep your work area 
neat and organized

• Be accurate

• Report mistakes or 
problems to your 
supervisor 
immediately

• Do not make 
personal calls from 
work

Career  Outcome 1



EMPLOYABILITY SKILLS FRAMEWORK
Employability Skills: A Crucial Component of College and Career Readiness
Individuals require many skills to be college and career ready, including academic knowledge, 
technical expertise, and a set of general, cross-cutting abilities called “employability skills.”

http://cte.ed.gov/employabilityskills

The Employability Skills Framework advances a unifying set of skills that cuts across the workforce development and 
education sectors based on an inventory of existing employability skills standards and assessments. 

The Employability Skills Framework was developed as part of the Support for States Employability Standards in Career 
and Technical Education (CTE) and Adult Education project, an initiative of the O�ce of Career, Technical, and Adult 
Education, U.S. Department of Education. Framework development was guided by CTE, adult education, workforce 
development and business organizations, and twelve federal agencies. 

Common Framework for Employability Skills

EMPLOYABILITY

Ap
pl

ie
d 

Kn
ow

led
ge 

Applied Academic Skills
• Uses reading skills
• Uses writing skills
• Uses mathematical strategies and procedures
• 

Critical Thinking Skills
• Thinks critically
• Thinks creatively
• Makes sound decisions
• Solves problems
• Reasons
• Plans and organizes

 Effective Relationships 

Interpersonal Skills
• Understands teamwork and works with others

• Responds to customer needs

• Exercises leadership

• 
• 

Personal Qualities
• Demonstrates responsibility and self-discipline 
• 
• Works independently
• Demonstrates a willingness to learn 
• Demonstrates integrity
• Demonstrates professionalism
• Takes initiative
• Displays positive attitude and sense of self-worth
• Takes responsibility for professional growth 

Workplace Skills

Resource Management
• Manages time
• Manages money
• Manages materials
• Manages personnel

Information Use
• Locates information
• Organizes information
• Uses information
• Analyzes information
• Communicates  Information

Communication Skills
• Communicates verbally
• Listens actively
• Comprehends written  material
• Conveys information in writing 
• Observes carefully

Systems Thinking
• Understands and uses systems
• Monitors systems
• Improves systems

Technology Use 
• Understands and uses technology

Uses scienti�c principles and procedures
Respects individual di�erences
Negotiates to resolve con�icts

Adapts and shows �exibility
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My Employability Skills Checklist 
On a scale from 1 to 5 with 5 being the highest, rate the employability skills you already 
possess. Add up your scores to see if you have the skills needed to be employable. 

Applied Academic Skills 

I can already … 1 2 3 4 5 

Use reading skills      

Use writing skills      
Use mathematical strategies and 
procedures      

Use scientific principles and 
procedures      

Think critically      

Think creatively      

Make sound decisions      

Solve problems      

Reason      

Plan and organize      

Effective Relationships 

I can already … 1 2 3 4 5 

Understand teamwork and work well 
with others      

Respond to customer needs      

Exercise leadership      

Negotiate to resolve conflicts      

Respect individual differences      
Demonstrate responsibility and self-
discipline      

Adapt and show flexibility      

Work independently      

Demonstrate a willingness to learn      

Demonstrate integrity      
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Demonstrate professionalism      

Take initiative      
Display a positive attitude and a 
sense of self-worth      

Take responsibility for professional 
growth      

Workplace Skills 

I can already … 1 2 3 4 5 

Manage time      

Manage money      

Manage materials      

Manage personnel      

Locate information      

Organize information      

Use information      

Analyze information      

Communicate information      

Communicate verbally      

Listen actively      

Comprehend written material      

Convey information in writing      

Observe carefully      

Understand and use systems      

Monitor systems      

Improve systems      

Understand and use technology      

Totals      

Grand Total  
 
190 – 210 Congratulations! You are already employable!                                             

170 – 189 Way to go! You are almost there!                                                                 

150 – 169 You have time to work on your skills! 
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Covey’s Time Management Grid
 

We live in a time pressured world where it is common to  have multiple 

overlapping commitments that all require immediate attention now. Ur-

gency is no long reserved for special occasions, they are an everyday occur-
rences. Missing deadlines is not the path to advancement or even good job 

reviews. So how can one manage the flood of responsibilities, do excellent 

work and maintain a positive frame of mind? The Covey time management 
grid is an effective method of organizing your priorities. As you can see 

from the grid below, there are four quadrants organized by urgency and 

importance. 

URGENT NOT URGENT

I M P O RTA N T 
Quadrant I: 

Urgent & Important 

Quadrant II: 

Not Urgent &

 Important 

NOT 

I M P O RTA N T 

Quadrant III: 

Urgent & 

Not Important 

Quadrant IV: 

Not Urgent & 

Not Important 

source: Stephen Covey, 7 Habits of Highly Effective People 
Quadrant I is for the
immediate and important deadlines. 

Quadrant II is for long-term strategizing and development.

Quadrant III is for time pressured distractions. They are not really impor-
tant, but someone wants it now. 

U S G S O E O D Ti m e M a n a g e m e n t G r i d
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Covey’s Time Management Grid
 

Quadrant IV is for those activities that yield little is any value. These are 
activities that are often used for taking a break from time pressured and 
important activities. 

Many people find that most of their activities fall into quadrant I and III. 
Quadrant II is often under used. Yet, Quadrant II is exceptionally important 
because one must work both tactically and strategically at the same time. 
Finding ways to expand Quadrant II activities is a common outcome from 
using this grid. 

Using The Grid 

The grid has many applications, two will be suggested here. The first and 
most obvious use of the grid is take your current ‘to-do’ list and sort all the 
activities into the appropriate grid. Then, assess the amount of time you 
have to accomplish the lists and, if necessary, reallocate activities. 

The second approach is a one week assessment strategy. Make six copies of 
the grid (you will find a working copy on the next page) and use one grid 
for each day of the week, listing all activities and time spent. At the end of 
the week, Combine the five individual day data onto one summary grid 
(number 6) and calculate the percent of time in each grid. Then evaluate 
how well your time is spent and whether you work load needs to be reor-
ganized. 

The Bottom Line: Do Important things First! 

U S G S O E O D Ti m e M a n a g e m e n t G r i d
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Covey’s Time Management Grid
 

Quadrant I: Urgent & Important Quadrant II: Not Urgent & Important 

Quadrant III: Urgent & Not Important Quadrant IV: Not Urgent & Not 
Important 

U S G S O E O D Ti m e M a n a g e m e n t G r i d
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Exit Ticket – Field Trip   Name ______________________________________________ Date ____________ 

Field Trip Location: _________________________________________ 

1. The field trip provided a valuable component to this course.

Circle one:

Strongly Agree    Agree    Disagree  Strongly Disagree 

Explain:  

2. What did you notice during the visit that directly links to what you are learning in this class?  Explain.

3. Did the field trip experience surprise you? Was there something you saw or learned that was interesting?
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Negotiation Scenario Flexibility Scenario 
 

You are employed by a welding company that 

requires all welders to be provided OSHA 

prescribed safety gear. The gear is stored in an 

area with labeled boxes, but there is no 

inventory or sign out sheets for workers to 

indicate they have taken gear or if gear needs to 

be replaced. It is a hit or miss situation when 

you need a specific item.  

 

Most workers will take 2-3 pairs of gloves, as 

they are easily lost or damaged. However, lately 

there have been no gloves in the storeroom and 

no indication of when new gloves will be 

available.  

 

How would you negotiate with management to 

provide an inventory system? Some of your 

coworkers feel that the current practice of 

obtaining equipment works well enough, and do 

not see a need for change.  

 

When you arrive at work you notice that there is 

posting from management that requires 

mandatory overtime for all welders for the 

following Saturday due to the backup of 

welding orders.  

 

Overtime is not really the issue, as many 

welders like the idea of getting paid time and 

half for the extra work. However, many welders 

had been pulled away to work in the shipping 

department to pull parts and prepare orders for 

shipping.  

 

When several complained to the supervisor, he 

let them go back to the welding department.   
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Respect Listening 

 

Company policy is that you do not have to 

clock out if you eat lunch in the employee 

cafeteria. You have thirty minutes for lunch, and 

you have chosen to bring your lunch to eat at 

work. It is based on an honor system, and no 

one watches or checks if you eat lunch at the 

shop or leave.  

 

A coworker, Paul, does not clock out when he 

leaves the shop for lunch, and is often late when 

arriving back to the shop.  He feels “What the 

boss does not know does not hurt him. It is only 

5 minutes, and they do not pay me enough 

anyway!”.  

 

 

 

A safety topic is covered at the shops’ weekly 

company meeting. This week, the use of a face 

shield was discussed.  

 

The speaker, a representative of the company 

that makes the face shields explains the need to 

wear a face shield when using abrasive grinding 

equipment.  The shop owner has instituted a 

mandatory policy enforcing wearing a face 

shield along with safety glasses. The meeting 

concluded with everyone being issued new face 

shields and safety glasses.  

 

The following week you notice your shop 

supervisor operating a grinder without a face 

shield. You offer your face shield, thinking he 

misplaced or forgot his. The supervisor starts to 

yell at you to mind your own business and go 

back to work.  
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Stress Management Teamwork 

 

Your supervisor hands you a picture of a 

framework with the dimensions. He wants you 

to build a 4” C-channel frame, with those 

specific dimensions within the hour, as he needs 

it for a presentation with a client.  

 

You go back to your workstation, load up the 

material, cut the material, and weld the pieces.  

The supervisor walks by and starts to yell at 

you, that you did not follow his directions, and 

you cannot read a blueprint. He tells you to start 

over again and do it right this time.  

 

You have been assigned to work in a team with 

your coworker Dave for the new job order that 

must be finished within a six-month time limit. 

 

Each part that is welded must be signed off by 

the supervisor, who is a Certified Welding 

Inspector.  You and your coworker were chosen 

for the job because you are qualified and trained 

welders.  

 

Both of you are struggling with the welds and 

have had the parts rejected several times.  Dave 

gets mad and states he will weld them where he 

wants and will change the machine settings 

before the parts are inspected.  
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Instructions: Your group has been given Workplace Scenario cards with different employability 

skills. Read a card with your group, discuss what point of view the stakeholders (key people) 

would have in this situation and the key questions. Record the group’s decision in the table 

below. the answers to the questions. Trade cards with another group member until you have read 

and answered all six cards. Choose a spokesperson and be prepared to discuss one of the six 

scenarios with the class.  

 

Scenario 1- Negotiation 

Stakeholders Points Of View to Consider 

1. Yourself 

2. Coworkers 

3. Management 

 

1. 

2. 

3. 

 

Key Questions 

1. Safety equipment is mandatory and needs to be supplied the company you work for, 

why do you think there is no inventory or sign out sheets in the storeroom?   
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2. How would you approach management to implement a better system for keeping track 

of who tacks equipment and when more equipment needs to be ordered?   

3. Should there be a system to check on employees that do not use their safety equipment?   
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Scenario 2 – Stress Management 

Stakeholders Points Of View to Consider 

1. You 

2. Supervisor 

3. Client 

 

1. 

2. 

3. 

 

Key Questions 

1. Was it the responsibility of the supervisor or the employee to initiate a review of the 

blueprint before cutting and welding began?   
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2. Employees and their supervisors often get frustrated when they think the other does not 

listen carefully to instructions. How should the supervisor manage the situation when he 

sees the directions not being followed?   

3. Are there ethical obligations by the employee to ask for clarification before beginning a 

job order?   
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Scenario 3 – Teamwork 

Stakeholders Points Of View to Consider 

1. You 

2. Dave 

3. Client 

4. The inspector 

 

1. 

2. 

3. 

4. 

 

Key Questions 

1. Both of you were frustrated with the end results of the weld. As a team member, should 

you offer help to your coworker?   
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2. When Dave changes the machine setting and the inspector does not catch the change, 

who is liable for the wrong weld?   

3. If the wrong weld leads to an injury, how would you feel?   

4. What are some ideas on how to collaborate with your coworker when you both have 

different opinions?   
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Scenario 4 -Flexibility 

Stakeholders Points Of View to Consider 

1. Management 

2. Welders 

 

1. 

2. 

 

Key Questions 

1. When management moves workers from their original workstations and then requires 

overtime, are they expecting too much of their employees?   
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2.  Who else should be considered when requiring mandatory overtime?  

3. How would you manage this if you had plans with your family or friends and needed the 

time off?   

4. If you walk away from the job, what are the consequences?   
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Scenario 5 – Respect 

Stakeholders Points Of View to Consider 

1. You 

2. Paul 

3. Management 

 

1. 

2. 

3. 

 

Key Questions 

1. Does the time Paul takes really matter? How so?   

2. What might you say to Paul about his not following company policy?   
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3. Is this a matter of respect for the company policies or coworkers? Or both?   

4. Would you cover for Paul if management came looking for him? Why or why not?   

5. Is covering for Paul ethical?   
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Scenario 6 – Listening 

Stakeholders Points Of View to Consider 

1. Management 

2. You 

3. Your coworkers 

 

1. 

2. 

3. 

 

Key Questions 

1. Why is it important to attend and listen carefully at employee meetings, especially those 

that cover safety topics?   

2. What should have said to your supervisor when he told you mind you own business? 

Was he right in doing so? How else could you have managed this?  

3. Should you report your supervisor to his boss? HR?   
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Self Confidence Time Management 

 

You graduated from a two-year welding school 

taking every opportunity to train and learn new 

skills.  

 

You are placed on a welding team with Carl 

who worked his way through the company and 

did not attend a welding school. He consistently 

makes remarks about you being privileged and 

calls you “weld school.” He looks for things 

you did not learn in welding school and makes 

fun of you in front of other employees.  

 

When you speak to your supervisor about Carl’s 

remarks, he really does not listen, and tells you 

to “man-up” and that you are too sensitive.  

 

 

 

 

 

Work starts at 7:00 AM and you arrive at least 

15-20 minutes early each day to make sure you 

are prepped and ready to start at the beginning 

of your shift.  

 

Your coworker Patrick, arrives at 7:00 AM, and 

then proceeds to the lunchroom for a cup of 

coffee, chats with others in the shop and gets to 

your shared workstation at about 7:30 – 8:00 

AM.  
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Responsibility Work Ethic 

 

You have noticed that some of your coworkers 

take home scrap materials from job orders.  

Some use the scraps for artwork, smokers and 

grills and sell them at craft fairs and online. 

Some use scrap materials for personal use, such 

as repairing their homes or trailers.  

 

These coworkers have expressed that they do 

not make enough money, and the scraps help to 

supplement their income. You have not heard of 

any company policy allowing this or prohibiting 

the taking of scrap materials for personal use.  

 

You are interested in doing the same, but feel 

you should ask, and wonder if this will cause 

hard feelings if the others get in trouble.   

 

 

 

 

 

Pete and Mike have known each other since 

grade school and were class clowns in high 

school. They were happy when they found out 

they both got accepted to work at the same 

company and in the same welding department.  

 

However, they have not grown out of their 

“class clown” days, joking with each other and 

making the others in the shop smile and 

sometimes nod their heads in wonder at their 

antics.  

 

The supervisor has noticed the quality of their 

work has diminished and they are spending 

more time fooling around than working. Other 

employees are becoming frustrated when they 

must redo and fix the mistakes they make.  
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Problem Solving Patience 

 
You have just started a new job, and your mentor will 

be an employee of the company that has worked there 

for over 20 years.  

 

You meet your mentor, Sidney, and the first week 

flew by, with you learning new techniques and skills. 

The two of you get along and you are happy to work 

with such a skilled employee for 6 weeks.  You want 

to impress Sidney and management by working hard 

and spend time practicing your welding skills during 

your breaks and lunch. By week three, Sidney tells 

you not to worry about the welding instructions on the 

blueprints and just weld so that nothing falls apart. He 

states those engineers do not know anything about 

actual welding.  

 

Your new supervisor pulls you aside later that week 

and says, “Learn as much as you can from Sidney, but 

disregard his instructions on welding, management 

knows you went to school, and you know the correct 

way to read a blueprint.”  

 

 

 

 

Larry is working on a project that calls for 

specific measurements for the 300 parts he 

needs to make. This was a rush order and there 

was only two weeks for the project to be 

completed. Larry has vacation time coming and 

does not want to work overtime as he is 

preparing for his trip.  

 

Larry’s supervisor came to him and said his 

measurements were wrong and the parts were 

over welded.  The Quality Control Team has 

requested they be remade to the correct 

specifications.  

 

Larry knows how to read blueprints and 

measure correctly.  
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Instructions: Your group has been given Workplace Scenario cards with different employability 

skills. Read a card with your group, discuss what point of view the stakeholders (key people) 

would have in this situation and the key questions. Record the group’s decision in the table 

below. the answers to the questions. Trade cards with another group member until you have read 

and answered all six cards. Choose a spokesperson and be prepared to discuss one of the six 

scenarios with the class.  

Scenario 1 – Responsibility 

Stakeholders Points Of View to Consider 

1. You

2. Your company

3. Your coworkers

1. 

2. 

3. 

Key Questions 

Responsibility: A duty or task that you are required or expected to do; 

something that you should do because it is morally right, legally required, etc. 

1. Do you turn a blind eye because it does not really hurt anyone, and the bosses do not

look like they are hurting for money?
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2. Is there an ethical issue being presented here?  

3. What is the company is okay with it and you just do not know? How do you go 

about finding out the rules of the fringe benefits?  
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Scenario 2 – Time Management 

Stakeholders Points Of View to Consider 

1. You, the employee 

2. Your coworker 

3. The company 

 

1. 

2. 

3. 

 

Key Questions 

1. Should you be expected to start working at the beginning of your shift, or just be to 

work at the beginning of your shift?  
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2. Considering the gear associated with the welding industry, should there just be an 

understanding that it is going to take some time for you to get prepared to be safe for 

your job?  

3. What kind of message does this send to your coworker about being a collaborator?  

4. If someone exhibits these habits at the start of the day, what other habits might they 

exhibit throughout the day?  
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Scenario 3 – Work Ethic 

Stakeholders Points Of View to Consider 

1.Sean 

2.Quinton 

3.Coworkers 

4.Company 

5.Shop Supervisor 

 

1. 

2. 

3. 

4. 

5. 

 

Key Questions 

1. Discuss the pros and cons of working with one of your good friends.  
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2. How would you manage it if you were in this position? Discuss it from the various 

viewpoints of the coworkers, company, and shop supervisor.  

3. How do you think that Sean and Quinton should be dealt with?  

4. How do you think this might be affecting shop morale?  
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Scenario 4 – Self Confidence 

Stakeholders Points Of View to Consider 

1.You, the employee 

2.Your coworker 

3.Your boss 

4.The company 

 

1. 

2. 

3. 

4. 

 

Key Questions 

1. Is this just a rite of passage or is this a form of harassment in the workplace?  
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2. What responsibilities does your boss have to listen to your concerns? 

3. What other options do you have to manage the situation differently?  

4. How would these interactions cause you to reconsider your ability and your choices? 

What would you do to keep positive and self-confident?  
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Scenario 5 – Problem-Solving 

Stakeholders Points Of View to Consider 

1.You 

2.Your boss 

3.Gary 

 

1. 

2. 

3. 

 

Key Questions 

1. How do you manage the next three weeks of training that you will be going through with 

what the boss just told you?  

2. Should you seek clarification from your boss?    
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3. After you move into your own welding area, do you think you will disregard Gary’s 

advice? Will this cause conflict when Gary stops in to check on how you are doing? 

How might you manage this situation?  
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Scenario 6 – Patience 

Stakeholders Points Of View to Consider 

1. Mike 

2. Mike’s manager 

3. Quality Assurance 

4. Company 

 

1. 

2. 

3. 

4. 

 

Key Questions 

1. Is it your responsibility as an employee to worry about over-welding?  

2. What other issues can come up if you are not being patient with your welding?  
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3. What cost considerations, in the overall picture of things, can being patient and doing a 

project as instructed? 

4. How might the extra weight affect the company’s other manufacturing or shipping 

processes?  

 

 



How to Create a Google Doc 

1. Log into gmail.com

2. Clicks: Gmail-computer

3. If information is filled in, and it is not yours, click on the Use another account tab.

4. Once you are signed in, click on the nine (9) dots on the right side of the screen and scroll to find “DOCS”. Click to
open.

5. Click on “Blank” to start a new document.

Type in gmail.com 

Career  Outcome 5        
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6. Click on “Untitled Document” in the upper left-hand corner.  Name your document.

5. When you have titled your document, click the “Share” button on the top
right.  A screen will appear that asks you – the owner, to add people and
groups. Type in the email address of the person/people you want to have
access to the document.

6. You are the owner, but your people/groups need access.
Click the Restricted tab

7. Choose Anyone with the link

8. Change Viewer to Editor

9. Click Done to send

Career  Outcome 5        
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The Guide to Create an Effective Resume  

Resume Worksheet 

Writing a resume can be daunting! However, you will use this form to help you gather important 
information needed for your resume. 

Instructions: Fill in the following worksheet as completely as possible. Use this guide as a resource for what 
information, should be included and what should not be included. You will be transferring this information 
to a Word Doc as you write your resume.  

Personal Information 

Full Name 

Current 
Address 

City, State, 
Zip 

Telephone 
Number 

Email 

Social Security # XXXX – Leave Blank Date of Birth 

Emergency 
Contact 

Telephone 
Number of 
Emergency 

Contact 

Do you have a driver’s 
license?  

� YES 
� NO 

Educational Background 
Hint: Start with the last or current school you attended. 

School 
Name 

School 
Address/City/State 

Dates of 
Attendance 

To: 
From: 

Degree/Diploma/Grade 
Level Completed 

School 
Name 

School 
Address/City/State 

Dates of 
Attendance 

To: 
From: 

Degree/Diploma/Grade 
Level Completed 

XXX - Leave Blank

Career OUtcome 6    Prepared by D. Karavites-Uhl 2023
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School 
Name 

School 
Address/City/State 

Dates of 
Attendance 

To: 
From: 

Degree/Diploma/Grade 
Level Completed 

Skills 
Hint: List the current skills you have and are confident using in the workplace. 

Computer Skills 

(Hardware and 
software you can use) 

Machine Skills 

(Include machines you 
can use that relate to 

the job you are 
applying for) 

Specialized Skills 

(The languages you 
speak, auto repair, 

etc.) 
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Work Experience 
Hint: List your current job first. List the most important duties and responsibilities for the position. 

Employer & 
Address Dates Employed From: 

To: 

Position Held Contact Person 
& Title 

Salary Starting: 
Ending: 

Telephone 
Number of 

Contact Person 

Duties & 
Responsibilities 

1. 

2. 

3. 

Reason for 
Leaving 

Employer & 
Address Dates Employed From: 

To: 

Position Held Contact Person 
& Title 

Salary Starting: 
Ending: 

Telephone 
Number of 

Contact Person 

Duties & 
Responsibilities 

1. 

2. 

3. 

Reason for 
Leaving 

Employer & 
Address Dates Employed From: 

To: 

Position Held Contact Person 
& Title 

Salary Starting: 
Ending: 

Telephone 
Number of 

Contact Person 

Duties & 
Responsibilities 

1. 

2. 

3. 

Reason for 
Leaving 
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References 
Hint: List at least two references, preferably someone that has given you permission to use their name and 

know your work history and work ethic. 

Name: Relationship 

Best Contact 
Phone 

Number or 
Email 

Address 

How long has 
this person 
known you? 

Has this 
person given 

you 
permission 
to be used 

as a 
reference? 

� YES 
� NO 

Why can this 
person 

recommend 
you for 

employment? 

Name: Relationship 

Best Contact 
Phone 

Number or 
Email 

Address 

How long has 
this person 
known you? 

Has this 
person given 

you 
permission 
to be used 

as a 
reference? 

� YES 
� NO 

Why can this 
person 

recommend 
you for 

employment? 
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Resume Tips & Suggestions 

 The above information will be used to create a ONE PAGE summary of your skills, education, and 
experience. On average, employers typically look at a resume for less than 30 seconds – so lengthy, 
wordy resumes are out – concise, to the point information are in!

 There is no one best resume format. The importance of your resume is in the consistency and 
organization of the most important facts about you.

 Since you will probably have little work experience after finishing your training, you will want to 
emphasize your accomplishments in and out of the classroom. Your clinical experience, volunteer 
activities, student organizations, and duties at home can help define who you are and should be 
highlighted.

 Words make a difference. You need to sound positive and confident about your accomplishments. 
Choose a verb to start each of your descriptions.

 Be truthful in all things – little white lies come out easily during interviews.

 Complete sentences are not necessary; action phrases work best. See list of Action verbs to use in The 
Guide to Create the Effective Resume.

 Organizational Format or Functional Format? Organizational resume formats follow your work history 
backward, from your current job. Functional resume format is created without employment dates or 
company names. Its focus is on your skills and responsibilities and a format to use after you have 
developed your career skills.

 Avoid using color paper, ink, or fancy graphics on your resume. Use white or off-white professional 
weight paper and black ink.  Resumes should be printed with a quality printer, using a print shop to 
make several, quality copies of your resume could be worth the time and cost.

 Use 12-point font, one-inch margins on all sides, avoid use of italics, bold and underlining. Your resume 
should be one page and easy to read.

 Have your final resume proofread by friends and family. It only takes one error in spelling, 
punctuation, or grammar to stop a potential employer from reading.
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Elements of a resume 

Heading This is your personal information: Formal name (not nickname) should be at the top of 
the page and stand out above all other headings. Address, phone number and email 
should be listed right under your name. 

Objective 
This is the “career objective” and the most important part of the resume. One 
sentence to describe what type of job you are seeking. Be specific. If there is not one 
specific job listing, state your area of interest (working in the pharmacy, lab or with 
patients). 

Education As a student, this is your next section. Just include the college or training institution 
you are attending. It is assumed you graduated from high school. Include your 
major, date of graduation (or expected graduation), and certificate/degree earned. 

Experience 
Include previous employers, location, and dates of employment. List your duties and 
responsibilities and use action verbs to start the description. Do not use “I” in 
descriptions. Do not assume that your job title describes your duties and 
responsibilities.  

Activities Employers like to see if you have been involved in school or community activities, 
especially if they relate to your degree/certification. 

Summary of Skills Special skills or talents? Languages you speak/write/read, word processing, software 
you are familiar with, especially if it will be useful for the job you are seeking. 

References 

References are not necessarily important on a resume. However, you should have a list 
of references to take with you for the interview. These should be individuals that have 
observed your work habits (teachers, past employers). A typed list of references, 2-3 
people, listing names, how to contact them (make sure to ask your references for 
permission and the best way to contact them). 
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Action Verbs to Strengthen Your Resume 

Decision Making Management Changes Personnel 
Accept Adjudicate Activate Appraise 

Activate Analyze Compare Discharge 
Approve Anticipate Create Employ 

Authorize Direct Design Handle 
Decide Establish Establish Interview 
Render Evaluate Improve Promote 

Required Execute Make Recruit 
Solve Manage Modify Screen 

Terminate Meet Stimulate Seek 
Test Organize Upgrade Train 

Plan Transfer 

Helping Communication Planning & Control Research 
Arrange Contact Acquire Analyze 

Assist Critique Allocate Compile 
Contribute Declare Assume Define 

Counsel Display Control Determine 
Give Inform Extend Develop 

Guide Interpret Forecast Evaluate 
Initiate Issue Formulate Identify 
Serve Speak Measure Investigate 
Solve Testify Monitor Prepare 

Write Plan Propose 
Progress Recommend 
Schedule Research 

Review 
Submit 

Supervision Administration Communication External Activities 
Adhere Administer Contact Cooperate 
Assess Engage Critique Coordinate 
Assign Furnish Declare Negotiate 

Counsel Insure Display Publicize 
Define Justify Inform Represent 

Delegate Process Interpret Strengthen 
Demonstrate Procure Issue 

Develop Purchase Speak 
Encourage Receive Testify 

Exercise Reclaim Write 
Foster Reject 

Manage Requisition 
Meet Secure 

Participate Ship 
Report Store 

Request Supply 
Supervise 
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Resume Template 

1. Make a copy of the following template, then write your resume in a Word Doc, using the information from your
resume worksheet.

2. Share resumes with your partner, proofread, and make suggestions to each other.

Full Name 
Address 

City, State, Zip code 
Phone number 

Email 

Career 
Objective 

Education 

Experience 

Skills 

Activities 
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Career Outcome 7  https://excellenceinadulted.org/lesson-bank/profile/job-interviews

Interview Video Notes 
https://youtu.be/HVK-xbdddhA 

NAME Appropriate Inappropriate 

1. Anthony

2. Marissa

3. Christa

4. Todd

5. Kaitlynn

6. Steven

Who would you hire? 

Why? 

https://youtu.be/HVK-xbdddhA
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Interview Video Notes - Instructor Copy time of video:6.52 mins.

https://youtu.be/HVK-xbdddhA 

NAME Appropriate Inappropriate 

1. Anthony  NO Late to interview.  
Gives interviewer his folder and 
fixes his tie.  
Asked about salary and vacation 
days before the interview started 

2. Marissa NO Interrupts the interviewer.  
No updated resume.  
“Wants to talk about her experience” 

3. Christa NO Jewelry is a distraction. 
Does not introduce herself.  
Says “yep”. 
No eye contact with interviewer. 
Looking around and not paying 
attention.  

4. Todd YES – wear suit – professional 
attire, has eye contact, active 
listening 

5. Kaitlynn NO Too relaxed of an outfit. 
Talking on phone to mom right 
outside the door. 
Puts her bag on the table with her 
coffee.  
Drinks her coffee and is too relaxed. 

6. Steven NO Pokes head around the door. 
Dressed too casually.  
Slouching and arms crossed. 
Starts shaking leg.  

Who would you hire? 

Todd 

Why?  - Answers will vary but should reflect the above observations. 

https://youtu.be/HVK-xbdddhA
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Job interview checklist 
You’ve secured the interview, now it’s time to ace it! Use the following checklist to ensure you’re 
completely prepared to wow potential new employers. 

Interview prep 

☐ Critique your resume. If it’s not had an overhaul for a

while, consider getting a professional to give it the magic
touch.

☐ Review the job description. Make a list of the attributes

and skills the company is looking for.

☐ Determine how your particular skill set makes you the

ideal candidate.

☐ Carry out company research. Check their website,

employee reviews, and articles in industry-specific

publications.

☐ Practice with a mock interview. Family and friends will be

happy to help.

☐ Work out travel logistics. How long will it take you to get

there? How will you travel?

☐ Consider your interview outfit. Make sure it’s job specific.

☐ Prepare a list of references with contact details.

☐ Create an up-to-date portfolio of job skills and

development.

☐ Prepare a list of company specific questions that show

you’re interested in and have researched
the organization.

The day before 

 Ensure your interview outfit is clean and pressed. 

☐ Pack an emergency kit, including wipes, tissues, comb or

brush, umbrella, lint brush, and breath mints.

☐ Double-check your route. Do a dry run if necessary.

☐ Get all your credentials together, including your portfolio,

certifications, industry memberships, driver’s license,

social security card, and multiple copies of your resume.

☐ Get a good night’s sleep.

The day of 

☐ Leave home in plenty of time. Arrive at the interview

location 10-15 minutes early.

☐ Turn off your cell phone ringer.

☐ Do not chew gum, eat, or drink during the interview.

☐ Be polite and friendly to reception staff or whoever meets

you before the interview.

☐ Greet the interviewer by name, shake his or her hand,

and introduce yourself.

☐ Listen and interact with your interviewers. Smile and be

aware of your body language.

☐ Answer all questions honestly.

☐ Ask your prepared questions that are job and company

specific.

☐ Avoid talking about salary, benefits, or vacations. This

can be done after an offer has been made.

☐ Finish the interview by expressing your desire for the job,

asking what the next steps will be, and when they plan to
make a decision.

☐ Ask for business cards from the interviewers to ensure

you have contact information.

Post interview 

☐ Write down key points of the interview as soon as

possible.

Career Outcome 7 

☐ Follow up if you’ve not heard anything within the

time frame discussed.



Career Outcome 7 



Career Outcome 7 



Career Outcome 7 



Career Outcome 7 



Career Outcome 8      Prepared by D. Karavites-Uhl 2023 

Career Research Worksheet   NAME _____________________________________________ 

Use this worksheet to record your career/occupation research.  List the careers from today that interested you and research them online using the 
following sites: 

Occupational Outlook Handbook    https://www.bls.gov/ooh/ O*NET   https://www.onetonline.org/  

Career #1 Career #2 Career #3 

Brief Description 
 of the Job 

Work Tasks and Activities 

List at least five specific 
responsibilities for this 
occupation. 

1) 

2) 

3) 

4) 

5) 

1) 

2) 

3) 

4) 

5) 

1) 

2) 

3) 

4) 

5)

https://www.bls.gov/ooh/
https://www.onetonline.org/
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Career #1 Career #2 Career #3 
Work Environment and 
Conditions 

A. How many hours on
average per week?

B. Is shift work involved?

C. Is travel involved?

A. Avg hrs./wk. _____________

B. Yes _______    No _______

C. Yes _______    No _______

A. Avg hrs./wk. _____________

B. Yes _______    No _______

C. Yes _______    No _______

A. Avg hrs./wk. _____________

B. Yes _______    No _______

C. Yes _______    No _______

Education & Training 
Needed 

A. Length of time for
education or training?
Circle one

B. Licenses or Certifications
required?
Circle one

A. _____ Weeks   Months   Years

B. License         Certificate 

A. _____ Weeks   Months   Years

B. License         Certificate 

A. _____ Weeks   Months   Years

B. License         Certificate 

Job Outlook 

Refer to www.bls.gov/emp 

Employment Growth is: 
� Much faster than average 
� Faster than average 
� Average 
� Slower than Average 
� Expected to decline 

Employment Growth is: 
� Much faster than average 
� Faster than average 
� Average 
� Slower than Average 
� Expected to decline 

Employment Growth is: 
� Much faster than average 
� Faster than average 
� Average 
� Slower than Average 
� Expected to decline 

Earnings 

A. Typical Salary entering
this job?

A. ___________________ A. ___________________ A. ___________________
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Career #1 Career #2 Career #3 

B. Opportunity to progress
from the entry level position.
Be specific.

B. B. B. 

Related Occupations 

List two occupations that are 
similar. 

1) 

2) 

1) 

2) 

1) 

2) 

Positive Features 

List 2 positive aspects of this 
occupation 

1) 

2) 

1) 

2) 

1) 

2) 

Negative Features 

List 2 negative aspects of 
this occupation 

1) 

2) 

1) 

2) 

1) 

2)
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Career #1 Career #2 Career #3 

Is this career a good fit for 
me? Why or why not? 
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