ECE 3.02 Notes - Understand various skills needed for employment success.
This section begins with an overview of what are called Foundation Skills. The three Foundation Skills are Basic Skills, Thinking Skills and Personal Quality Skills. These are sets of skills necessary for success in the world of work. Basic, Thinking and Personal Quality Skills are discussed as follows:
Basic Skills– There are 5 skills that are considered to be “basic skills” and these are listed as follows: (You will not be required to know the definition of the 5 terms below, but to understand the overall concept of basic skills.)
1. Reading – locates, understands, and interprets written information in prose and in documents such as manuals, graphs, and schedules

2. Writing – communicates thoughts, ideas, information, and messages in writing, and creates documents such as letters, directions, manuals, reports, graphs, and flow charts

3. Arithmetic/Mathematics – performs basic computations and approaches practical problems by choosing appropriately from a variety of mathematical techniques

4. Listening – receives, attends to, interprets, and responds to verbal messages and other cues

5. Speaking – organizes ideas and communicates orally
NOTE: These are generally the skills directly taught in school. Can you read? Can you write? Can you do math? Can you listen to instructions and verbally communicate enough to function in class?
Thinking Skills - There are 6 skills that are considered to be “thinking skills” and these are listed as follows: (You will not be required to know the definition of the 6 terms below, but to understand the overall concept of thinking skills.)

1. Creativity – generates new ideas. Not just artistically, but to find creative solutions to problems…. 
2. Decision Making – specifies goals and constraints, generates alternatives, considers risks, and evaluates and chooses best alternative 
3. Problem Solving – recognizes problems and devises and implements plan of action 
4. Seeing Things in the Mind’s Eye – organizes, and processes symbols, pictures, graphs, objects, and other information 
5. Knowing how to learn – uses efficient learning techniques to acquire and apply new knowledge and skills 
6. Reasoning – discovers a rule or principle underlying the relationship between two or more objects and applies it when solving a problem 
Personal Quality Skills - There are 5 skills that are considered to be “Personal Quality Skills” and these are listed as follows: (You will not be required to know the definition of the 5 terms below, but to understand the overall concept of personal qualities.)

1. Responsibility – exerts a high level of effort and perseveres towards goal attainment

2. Self-Esteem – believes in own self-worth and maintains a positive view of self

3. Sociability – demonstrates understanding, friendliness, adaptability, empathy, and politeness in group settings

4. Self-Management – assesses self accurately, sets personal goals, monitors progress, and exhibits self-control

5. Integrity/Honesty – chooses ethical courses of action
NOTE: These Personal Quality Skills are generally the kinds of things the Working Smart material is designed to help you build. Working Smart material is focused on these. That is why it is included with this class! 
This section of material also has questions dealing with transferable and workplace-specific skills. 

Transferable skills – Transferable skills are skills you may learn at one job that you may be able to use at your next job. Some skills are not very transferable. If I am a dental hygienist who cleans teeth, my skill of using tools to clean teeth will not transfer to many other jobs. Thus this skill would not be transferable. As a dental hygienist, one must have good communication and listening skills when working with patients. These two skills – communication and listening – would be transferable skills to many, many other jobs. There are 8 transferable skills as follow: (You will need to understand these individual categories for the questions.)

1. Communication skills – Communication skills include speaking and writing. 

2. Listening skills – Listening skills include sending and receiving messages.

3. Problem-solving skills -  Problem-solving skills include handling conflicts.

4. Technology skills – Technology skills include computer knowledge, tech things.

5. Decision-making skills – Decision-making skills include making wise decisions.

6. Organizing and planning skills - Organizing and planning skills include time management. This is similar to the data category discussed in a previous section.
7. Teamwork skills - Teamwork skills include working with team members. This is similar to the people category discussed in a previous section.
8.  Adaptability skills – Adaptability skills include adjusting to change.

Workplace-specific skills - Workplace-specific skills are needed for employment success as well. Skills that are not transferable may be considered “workplace-specific skills in that they apply only to that particular type of work place or job. An example would be the dental hygienist whose skills at using tools to clean teeth do not transfer to other types of work, thus they are workplace-specific skills. They are specific to that one type of work/workplace so they are workplace specific and not transferable! The skill of taking x-rays would be a workplace-specific skill as well. Should an x-ray technician change careers, their skill at using the x-ray machine would not transfer. 
Workplace-specific skills are needed for employment success. Several examples follow:  directing air planes, performing surgery, and designing bridges, coaching, designing clothes, and taking X-rays, rotating tires, changing schedules, evaluating X-rays, drafting, designing clothes, flying planes, and pulling
teeth.
Workplace-specific skills can also be broken down into 5 categories. (You will need to understand these individual categories for the questions.)

1. Interpersonal workplace-specific skills – such as “serving as a class officer” would use the unique relationships you have developed with those workplace individuals. 
2. Information workplace-specific skills -  such as “Filing records in an office” using the system and methods unique to that specific  office or workplace.
3. Resources workplace-specific skills – such as “making work schedules” for employees would be workplace specific as the work needs of the business and the skills of employees would be unique to that specific workplace.
4. Systems workplace-specific skills – such as ”designing computer operating programs” would be unique because the computer system and computer needs would be unique to that workplace.
5. Technology workplace-specific skills – such as “creating a PowerPoint presentation” would be unique in that the presentation would be for the needs of that unique company and not apply to many other companies in different businesses.
NOTE: Doing the Rags-to-Riches game will help you lock in what these categories are as they teach you different activities that go with each of these!
