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Objectives

By the end of this session, participants will be 
able to:

• Recognize essential workplace skills 
identified by current research.

• Incorporate into own classes activities that 
help students achieve essential workplace 
skills.



Agenda

Part 1  What Research Says
• LinkedIn 2016
• Hart Research 2018

Part 2  Examples of Activities
• Communication
• Teamwork
• Critical Thinking



Workplace Soft Skills: Think-Pair-Share
With a partner, complete the quote.

“The relationship between market and employer 
requirements and graduate competencies falls 
into two broad categories: first, a shortage of 
‘hard skills’ such as tech companies being unable 
to find people that can code and or news 
organizations struggling to find writers; second, a 
‘soft skills’ deficit including attributes such as . . .”

From The Global Skills Gap



• It was nice talking to you.

• Thanks for your time.

• Thanks for your help.

• See you later.

Courtesy:  Simple Phrases for Leaving

Refer to p. 3 in handout for more 

useful phrases



Soft Skills
• Interpersonal and 

Communication Skills 
• Listen well/understand 

instructions
• Interact with others 

(oral communication)
• Manage time
• Monitor performance
• Read and comprehend 

work documents

• Write work documents
• Teach job duties to others
• Work in a team
• Solve problems
• Take initiative and 

responsibility
• Lead/plan/delegate
• Work ethic
• Professionalism

Sources: 
SCANS report; 21st Century Skills; Skills USA



Part I:  What Research Says
Three research projects

1)  The Global Skills Gap (2017)

2) The Most In-demand Soft Skills

(LinkedIn, 2016)

3)   Fulfilling the American Dream

(Hart Research Associates, 2018)
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The Global Skills Gap

The Global Skills Gap



LinkedIn

Berger 2016



Hart  Research Associates

Hart 

Research 

2018



Part 2:  Examples of Activities

1)    Communication

2) Teamwork

3) Critical Thinking



Part 2:  Communication Activities

1)   Oral Communication

2) Active Listening

3) Written Communication



Part 2:  Oral Communication Activities

Share 
information

Unscramble

Collaborative Activities: 
learners engage in learning from each other; 

listen to each other to communicate information; 
they need to understand and to be understood



Part 2:  Oral Communication Activities

Collaborative Activities: 
Conversation Cards

Handout, p. 1



Part 2: Oral Communication 
Activities

Collaborative Activity 

Student Interview

AKA 

Find someone who . . .

Handout,  p. 2



Part 2 Active Listening Activities

“ . . . Listening attentively 

while someone else speaks, 

paraphrasing and reflecting back 

what is said; asking questions . . .”

Active Listening



Part 2:  Active Listening Activities

Notions = purpose

Functions = language 

Active Listening: 

Useful Conversational Phrases

Example:
To ask for repetition

Example:
Would you mind saying that again?

Handout, p. 3



Part 2 Written Communication Activities

Written Communication

• Letters
• Reports
• Paragraphs



Part 2:  Written Communication Activities

Written Communication: Scaffolding

incremental mastery

gradual shedding 
of assistance

move toward 
greater independence



English Language Proficiency Standards
Guiding Principle #7

“Scaffolding is an 
essential tool to facilitate 

ELLs’ acquisition of 
language and content.”



Part 2:  Written Communication Activities

Written Communication: 

Scaffolding: A Letter

What is the difference 
between the two? 

1) Information provided
2) Information comes 

from the learner



Part 2:  Written Communication Activities

How is this scaffolding?

1) Comprehension of a model is the first step in 
scaffolding.

2) The 1st report is recognition. The 2nd is production.

Written 
Communication: 
A Report Form



Part 2:  Written Communication Activities

Written Communication: 

A Paragraph

How is this scaffolding?
1) Ss are given a model.
2) Ss fill in an outline of model.
3) Ss write new outline with own 

information.



Part 2:  Communication Activities

Your Take-away
Oral Communication
Active Listening
Written Communication

What is one idea about 
communication that you will 
take away?



Part 2 Teamwork Activities

“Teamwork is the collaborative 
effort of a group to achieve a 
common goal or to complete a 
task in the most effective and 
efficient way.”

Teamwork



Part 2:  Teamwork Activities

1)   Unscramble

2) Pie Charts

3) Projects



Part 2: Teamwork Activities            

Unscramble

Handout, p. 4



Part 2 Teamwork Activities

Pie Chart

Handout, p. 5 



Part 2 Teamwork Activities

Projects

Handout, p. 6 



Part 2:  Teamwork Activities

Your Take-away
Unscramble
Pie Charts
Projects

What is one idea about 
teamwork that you will take 
away?



Part 2 Critical Thinking Activities

“ . . . An organized and 
rational manner in order 
to understand connections 
between ideas and/ or 
facts. . .”

• Organizing
• Categorizing
• Predicting
• Interpreting
• Analyzing & evaluating
• Summarizing
• Decision making
From Parrish and Johnson: Promoting 
Learner Transitions to Postsecondary 
Education and Work: 
Developing Academic Readiness Skills 
from the Beginning

Critical Thinking



Part 2 Critical Thinking Activities

“ . . . The ability to carefully 
examine something, 
whether it is a problem, a 
set of data, or a text . . .”
Tomaszewski, Critical Thinking Skills: 
Definition , Examples & How to Improve

Problem Solving



Part 2 Critical Thinking Activities

to identify
• possible problem
• solutions and consequences
• best solution

Problem Solving
Using pictures

Handout p. 7 



Problem Solving: Template

• What is the problem?

• What can he/she do?

• What will happen?

• What will he/she do?

Handout p. 8



Part 2 Critical Thinking Activities
Problem Solving: 

Providing situations
Level 1

Level 4

Handout p. 9



Part 2 Critical Thinking Activities

Organizing & categorizing 
with graphic organizers



Part 2 Critical Thinking Activities

Organizing & categorizing 
with graphic organizers
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Part 2: Critical thinking Activities

Analyzing & evaluating 
with graphic organizers

Handout p. 10



Part 2 Critical Thinking Activities

Main Idea

Compare/contrast

Analyzing & evaluating 
by comparing texts



What did you do in class today?

Did you . . .

• work in teams?

• teach other students?

• make decisions? 

• find solutions to problems?

• organize your papers?

• volunteer to ask or answer questions?

• check your work and correct your errors?

• use every minute of your time in class? 

• feel good about yourself?

• And of course, speak, write, and understand English. 

Handout p. 11

Part 2 Critical Thinking Activities Analyzing by

Reflection



Part 2:  Critical Thinking  Activities

Your Take-away
Problem Solving 
• Using pictures
• Providing situations
Graphic Organizers
Comparing Texts 
Reflection

What is one idea 
about critical thinking 

that you will take away?



Summary of this workshop:
Practical Ways to Include Workplace Readiness Skills into ESL Classes

Handout p. 12

What research says Examples of Activities

Oral Communication Conversation cards
Student interview (Find someone who…)

Communication:  Active Listening Useful conversational phrases

Written Communication: Writing Letters
Accident report
Paragraphs

Teamwork Unscramble 
Pie charts
Projects

Critical thinking Problem solving: 
• using pictures
• providing situations
Graphic organizers
Comparing texts
Reflecting



Did we meet the objectives?
Can you….?

• recognize essential workplace skills 
identified by current research?

• incorporate into your classes activities 
that help students achieve essential 
workplace skills?



My Commitment

Two things I will implement in the next month are…

1. ___________________________________

2. ___________________________________



Thank you for coming.

Donna Price
dprice007@gmail.com


