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This handout and PowerPoint can be accessed at:
https://www.quia.com/pages/donna/workshops

OBJECTIVES: By the end of this session, participants will be able to: 
• Recognize essential workplace skills as identified by current research.
• Integrate into own classes activities that develop 
(1) Communication Skills: both oral (including active listening) and written
(2) Teamwork:  problem solving, projects
(3) Critical Thinking Skills: analyzing, synthesizing and evaluating
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Useful Conversational Phrases

	Bringing in other people
What do you think, (person's name)?
What's your opinion, "          " ?
Don't you agree with us,  "   "  ?
You're quiet today,   "     "    .
What are you thinking,  "     " ?

	Responding to criticism
Please accept my apology.
It won't happen again. 
I apologize.
Please forgive me.

	Checking another person's understanding
Do you follow me?
Have you got it?
Are you with me?
Be sure to ask if you have any questions.

	Starting a conversation
Hi, my name is ______________
Excuse me, can I talk to you for a minute?
Can I ask you something?
Can I talk to you for a minute?

	Asking for repetition/clarification
I didn't catch that.
I didn't hear you.
I missed that.
I'm not following you.
Sorry, I don't see what you mean.
Would you mind saying that again?

	Ending a conversation
Thanks for your time.
Sorry, but I think I should be going now.
Well, I don't want to take up any more of 
    your time.
I've got to go now.
It was nice talking to you.


	Showing understanding
Now I've got it.
I understand.
I'm with you.
Uh-huh.
Um-hmm.
	Saying goodbye
It was nice talking to you.
Thanks for the information.
Talk to you soon.
Take care.
Take it easy.
See you later.


	Giving advice/suggestions
If I were you, I'd …
I suggest that you…
I think you should _____ because….
Why don't you…
I recommend that you…
I think you'd better…

	Citing evidence
According to…
The author states that…
In the text, ____states that…
____indicated that…
____concluded that…
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PROBLEM SOLVING TEMPLATE

What is the problem?
______________________________________________
A
	What can he/she do?

1._________________________________________________________________

2.__________________________________________________________________

3.__________________________________________________________________




	                                               What will happen?
                   Good                                                                        Bad
                                                                 
1._______________________________    1._________________________

2._______________________________    2._________________________

3.  _____________________________      3.  ________________________
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	                                             What will he/she do?
___________________________________________________________________

___________________________________________________________________
                                                              Why?
___________________________________________________________________



C


Situations for Problem Solving
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Intermediate Level
Beginning Level
Level 1
Level 4
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What did you do in class today?

[image: ]Did you . . .

1. [image: ]work in teams?
2. teach other students?
3. [image: j0312596[1]]make decisions? 
4. find solutions to problems?
5. [image: ]organize your papers?
6. use equipment?
7. volunteer to ask or answer questions?
8. check your work and correct your errors?
9. [image: pe04245_[1]]use every minute of your time in class? 
10. feel good about yourself?
*And of course, speak, write, and understand English. 
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Created by Donna Price

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


	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
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Collaborative activities « UNIT 8

Lesson D Re ad"ng

Unscramble

A Work with a partner. Cut out the strips. Mix them up. Put the letter in the
correct order. The first strip is in bold.

B Copy the letter on a piece of paper.

i Date: February 16, 2018 |
: To: jeanette.bolivar@albertas.secret.com '
From: jason.hand@umail.com

| am very interested in working for Alberta’s Secret, and | hope to hear from you soon :
Sincerely, i

Ventures 3
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Collaborative activities « UNIT 6

Lesson F | Another view

Student interview

A Work with a partner. Look at the pie chart. Ask and answer questions about
Susan Sample’s day yesterday.

A How many hours did Susan spend eating yesterday?

B Two hours.
How Susan Sample Relaxing Eating
Spent Time Yesterday (2 hours) (2 hours)

Exercising Visiting friends

(1 hour) (1 hour)
Doing chores Working
(3 hours) (5 hours)

B Ask your partner the questions. Write your partner’s answers on the chart.

Yesterday, how many hours . . .

did you spend eating?

did you spend visiting friends?

did you spend working?

did you spend doing chores?

did you spend exercising?

did you spend relaxing?

C Makea pie chart with your partner’s answers.

How
Spent Time Yesterday

Ventures 3

3rdEdition Collaborative activities + 53
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UNIT 8 Name:

Date:

Job-description search

A Use the Internet.

Look for three jobs you want to learn about.

Keywords [(name of job) job description ) (job description (name of job) )

B Find information about the jobs.

Computer Technician
Look at the job descriptions.

’ Works with computer hardware,
Choose one job. Take notes. | = p )
software, and networks

I
C Answer these questions.

1. What skills do you need for the job?
2. Do you need special training?

3. Do you need a degree or a certificate?
4. Is this job good for you?

D Share your information.
Find a picture of the job.
Paste it on a piece of paper.

Write information about the job.
Make a class booklet.

Notes

Ventures
3rdEdition

Projects
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Before you listen

What do you see?

What is happening?
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) Life-skills reading

Application for Employment
1. Name 2. 8oc. Sec. No.  000-99-9103
3. Address 4. Phone

5. Are you 16 years or older? Yes No 6. Position desired

Employment History (LIst most recent Job flrst.)

Employer Name and Address Position

10. Important: Show your Social Security card at the time you present this application.

1. Where do you write the job you want? 3. What do you show with your application?
A | line 5 A | a library card
B line & B | a photograph
C . line8 C | a driver’s license
D ! line 10 D | a Social Security card
2. The form says List most recent job first. 4. Where do you write your phone number?
Which of the following dates is the most ’
A line 4
recent?
A) 2012-2014 2) line 5
B) 2015-2017 &) line 8
D | line 9

C | 2015-present
D | 2010-2016

B Solve the problem. Which solution is best? Circle your opinion.

Carla is filling out a job application. She had two jobs before,
but she can’t remember the dates. What should she do?

1. Leave it blank. 3. Call her old employer.

2. Take the application home. 4. other: .

106 UNIT 8
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n Life-skills reading

Growth by major industry sector
Percent change in employment of wage and salary workers, projected 2014-24 M Service-providing industry ™ Goods-producing industry

Health care and social assistance
Construction

Educational services, private
Leisure and hospitality

Financial activities

Retail trade

Other services

State and local government
Transportation and warehousing
Information

Agriculture

Manufacturing

Utilities

Federal government

-15% -10%

; I Average, all wage and salary workers, 6.5%
-5% 0% 5% ° 10% 15% 20% 25%

Source: https://www.bls.gov/news. release/pdf/ecopro.pd Percent Change in empk)yment

A Read the questions. Look at the chart. Fill in the answer.

1. Which service-providing industry will 3. What is not true about manufacturing?
most likely have the largest increase A) It's a goods-producing industry.

in employment?

B | An increase in the percentage of

change in employment is expected.

A Construction

B = Federal governmen . . .
ederal government C It will lose more jobs than Agriculture.

C _ Health care and social assistance .
D ' It will decrease by more than 5%

D | Manufacturing by 2024.

2. What percent of job growth will there be

for teachers? 4. According to the chart, which of the major

industries listed below project the least

Alb growth from 2014-20247
B 10 A | Agriculture

c 15 B | Federal government

D 20 C  Leisure and hospitality

D | none of the above

B Solve the problem. Give your opinion.

Kumio is a 40-year old man who was working as an electronic assembler at a large
manufacturing company for 12 years. Last month Kumio and a large number of assemblers
were laid off. He’s thinking about getting a job in health care. He heard about a private training
program that costs $2,500. He also heard about a low-cost program at a community college,
but it takes longer. What should he do?

106 UNIT 8
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