St. Augustine Catholic High School

Cooperative Education

Learning Skills

Teamwork

The student:

• works willingly and cooperatively with others

• shares resources, materials, and equipment with others

• responds and is sensitive to the needs and welfare of others

• solves problems collaboratively

• accepts various roles, including leadership roles

• takes responsibility for his or her own share of the work to be done

• works to help achieve the goals of the group or the class

• helps to motivate others, encouraging them to participate

• contributes information and ideas to solve problems and make decisions

• questions the ideas of the group to seek clarification, test thinking, or reach agreement

Initiative

The student:

• seeks out new opportunities for learning

• responds to challenges and takes risks

• demonstrates interest and curiosity about concepts, objects, events, and resources


• seeks necessary and additional information in print, electronic, and media resources

• identifies problems to solve, conducts investigations, and generates questions for further inquiry
Work Habits/Homework

The student:

• completes homework on time and with care

• puts forth consistent effort

• follows directions

• shows attention to detail

• uses materials and equipment effectively

• begins work promptly and uses time effectively

• perseveres with complex projects that require sustained effort

• applies effective study practices

Organization

The student:

• organizes work when faced with a number of tasks

• devises and follows a coherent plan to complete a task

• follows specific steps to reach goals or to make improvements

• revises steps and strategies when necessary to achieve a goal

• manages and uses time effectively and creatively

• demonstrates ability to organize and manage information

• follows an effective process for inquiry and research

• uses appropriate information technologies to organize information and

tasks

Works Independently

The student:

• accomplishes tasks independently

• accepts responsibility for completing tasks

• follows instructions

• regularly completes assignments on time and with care

• demonstrates self-direction in learning

• independently selects, evaluates, and uses appropriate learning materials, resources, and activities

• demonstrates persistence in bringing tasks to completion

• uses time effectively

• uses prior knowledge and experience to solve problems and make decisions

• reflects on learning experiences

• shows respect for the ideas and opinions of others in the group or class

• listens attentively, without interrupting

• in discussions, paraphrases points of view and asks questions to clarify meaning and promote understanding

• recognizes the contribution of group members by means of encouragement, support, or praise

• seeks consensus and negotiates agreement before making decisions

Assessing My Learning Skills

Instructions

1. 
Check the appropriate box to rate each learning skill according to how well you demonstrate that skill.

1. Give one example of how you have demonstrated that skill.

2. Using the scale (1=low, 2=average, 3=good, 4=high) write a number in the Rating column to indicate how important it is for you to further develop this skill.

	Learning Skill
	E
	G
	S
	N
	Rating
	Evidence

	TEAMWORK

	Cooperation

-share ideas and resources
	
	
	
	
	
	I used this skill when …

	-listen and show respect for ideas and opinions of others
	
	
	
	
	
	I used this skill when …

	Responsibility

-do my share of the groups work
	
	
	
	
	
	I used this skill when …

	Roles

-perform a variety of roles to develop new skills
	
	
	
	
	
	I used this skill when …

	-encourage and support the positive contribution of others
	
	
	
	
	
	I used this skill when …

	WORKS INDEPENDENTLY

	Self Direction

-apply previously learned knowledge and skills
	
	
	
	
	
	I used this skill when …

	-motivate myself
	
	
	
	
	
	I used this skill when …

	Persistence

-follow through on tasks
	
	
	
	
	
	I used this skill when …

	-persevere when faced with challenges
	
	
	
	
	
	I used this skill when …

	-assess and revise work when necessary
	
	
	
	
	
	I used this skill when …

	INITIATIVE

	Approach to Learning

-seek and identify new learning experiences
	
	
	
	
	
	I used this skill when …

	Resourcefulness

-select and use appropriate tools and technology for talks or project
	
	
	
	
	
	I used this skill when …

	-recognize and seek help when needed
	
	
	
	
	
	I used this skill when …

	-ask appropriate people to help when necessary
	
	
	
	
	
	I used this skill when …

	ORGANIZATION

	Planning

-develop a plan to achieve goals and accomplish tasks
	
	
	
	
	
	I used this skill when …

	-assess and revise plan to improve results
	
	
	
	
	
	I used this skill when …

	Time Management

-manage time effectively to achieve learning goals
	
	
	
	
	
	I used this skill when …

	Information Management
-Assess and use information effectively to accomplish tasks
	
	
	
	
	
	I used this skill when …

	WORK HABITS/HOMEWORK

	Responsibility

-submit requires work on time
	
	
	
	
	
	I used this skill when …

	-maintain personal high standards of work
	
	
	
	
	
	I used this skill when …

	Class Work

-come to class prepared and ready to work
	
	
	
	
	
	I used this skill when …

	-work effectively and stay on task
	
	
	
	
	
	I used this skill when …


How Can I Apply the Learning Skills at My Placement?

Part A

Identify the learning skills that you would most like to improve while at your placement.  Give examples of how you can demonstrate these skills at your placement.

	Learning Skill
	How can I demonstrate this skill at my placement?

	Teamwork:

1.

2.

3.


	

	Initiative:

1.

2.

3.


	

	Work Habits/Homework:

1.

2.

3.


	

	Organization:

1.

2.

3.


	

	Works Independently:

1.

2.

3.


	


Part B

List the Learning Skills that you can include in an updated resume.

Casino Worker Angela Snary's Story 

Casino worker Angela Snary, 22, learned survival skills the hard way. She left a difficult home situation in the last year of high school. Juggling school at Lambton Community College with her first love, hockey, she supported herself as a restaurant server. Until the bottom dropped out of Ontario's chemical valley, Snary had planned to work as a process operator in one of Sarnia's many chemical plants. To keep her career options open, she applied for and won a coveted dealer's job at the casino. 

At first, her hard-won sense of independence made her very skeptical of the union. "I didn't like them calling me at home during the organizing drive," she says. "My thinking at the time was that I had seen too many people protected by a union, and I believed that had taken the competitiveness out of Sarnia's industry. And then there's my sports, my hockey. I believed that if I worked hard as part of a team, my skills would be recognized." 

As a dealer, Snary was told she would be considered part of an elite group of specialists in Canada's growing gaming industry. She'd earn over $7 per hour, plus tips that would amount to hundreds of dollars per week. "That's how they sold it to us," she explains. "And while there are great parts to the job, says Snary, "it's not all it's cracked up to be." 

Once the casino opened and money started rolling in, promises of teamwork went up in smoke. "At first everyone was gung-ho," says Snary. "There was that sense of teamwork that I love about hockey. But things changed fast. We've had dealers spit on, dealers hit. One man at the VIP table raised his hand to me. I vowed when I left home that no person would ever hit me again. I complained about that, and about patrons blowing smoke in my face, and I had supervisors telling me what amounted to 'shut up and deal.' 

Snary looks ruefully at the bandage wrapped around her wrist. In just five months of dealing blackjack on the 4 a.m. to 12 noon shift, she's developed tendonitis, a repetitive strain injury, from the constant fast wrist-flick of the cards used by any good dealer. 

First aid at the casino refused to report the injury, and now she's in the middle of another battle with the Workers' Compensation Board (now the Workplace Safety and Insurance Board). 

The gamblers' blue clouds of cigarette smoke have also taken their toll. Snary now needs asthma medication to get through her beloved hockey games. 

"I came to terms with it (joining the union) on my own, I guess," says Snary. "That’s the way I do things. And once I make up my mind, I give 100 percent. Now I know why the union had to call when they did and work so hard to get in here." 

In a few short months, Angela Snary has moved from union skeptic to union activist, putting in extra time at strike headquarters and helping out others in ways that won’t add to her injuries. “This strike has given me a new sense of teamwork, what real teamwork is all about,” she says. “Some dealers had been looking down on others and didn’t see themselves in the structure of the whole union. But being out here – talking to people, listening to others’ stories – has been good for all of us.” 

My Work Experience 

Description of your current or most recent job. 

1. a. Who is your employer? 

b. What type of work do you do? 

c.  Briefly describe your tasks and responsibilities: 

2. Individual benefits 

What is your rate of pay? 

Do you get extra for overtime? 

Which of the following benefits do you get? 

□ Vacation pay bonuses 

□ Dental benefits 

□ Discounts 

□ Extended health care 

□ Other benefits 

Do you achieve any personal goals in your work? Explain.

Are you learning any new skills? What are they? 

Are you challenged in your job? In what way? 

Do you enjoy your work? Why or why not? 

Do you have worthwhile opportunities to get to know other people? How? 

3.  Benefits to other people 

How does your employer benefit from your work? 

How do others (friends, family, members of the community) benefit from your work? 

4. Problems with working conditions 

Do you have to work long hours? 

Do you have to work at times that make it difficult for you to attend school or get enough sleep? 

Do you find the work boring? Explain. 

Are there threats to health and safety at your place of work? What are they? 

5. Problems with working relationships 

Have you had problems with your employer/supervisor? Explain. 

Do you have any conflicts with other employees? Explain. 

Do you have any conflicts with customers? Explain. 

Have you ever experienced racial, sexual, or any other type of harassment at work? Explain.

Labour Unions
Complete only ONE of the following sets of questions.

Complete the following questions if your workplace HAS a union.

1. What union exists at your workplace?  Discuss the history of your particular union.  This may involve talking to others at your workplace.

2. What employment conditions has your union achieved in the last few years?
3. Explain in your own words how a union is formed.

Complete the following questions if your workplace DOES NOT have a union.

1. Describe how a union would be beneficial or not beneficial at your place of employment.

2. Explain what a union is and why they came into being.

3. Explain in your own words how a union is formed.

Due Date:  
Monday April 12th
In School 3
Boredom: Group Activity

List five jobs/tasks at your job that you find boring.

1)

2)

3)

4)

5)

What makes them boring? What qualities or characteristics do these tasks share?

What “boring” tasks or types of tasks does your group have in common?

Does your supervisor try and reduce employee boredom? Why do you think they do/do not? How would an employer feel and react when an employee seems lazy and uninterested?

Initiative: Group Activity

Initiative: What is it?

Definition: The power or ability to begin or to follow through energetically with a plan or task; A beginning or introductory step; an opening move; without prompting or direction from others; on one's own.

Examples (add five of your own): starting up a lemonade-selling business from home; sweeping the floors as soon as you get in to work; coming in 15 minutes early every day without being asked

Case studies: 

1) Sandra works at a hair & beauty salon that has busy periods first thing in the morning and at lunchtime. She usually gets in half an hour late, only to find that all the other employees are swamped with customers. She spends the busy lunch hours looking at fashion magazines for beauty tips to help the salon. Customers often ask her questions about products she knows nothing about, so she tells them to ask someone else. Her supervisor would like her to keep busy at all times - how can Sandra take more initiative?

2) Juan is a co-op student at an elementary school. He works with the same teacher daily in a grade 4 class. Every morning, Juan sits around and waits for Mrs. Smith in the classroom as she photocopies worksheets, prints up her lesson plan and schedule, and prepares coffee for the two of them. Each day, he watches the routine of the teacher collecting homework, filing it into students’ folders, and taking attendance. Juan is often bored, and asks Mrs. Smith what he should be doing. However, she is usually too busy with marking, answering students’ questions, and cleaning up after class activities. What could Juan be doing to take initiative and help out the teacher?

Imagine if you were a supervisor dealing with many employees at one time. How would you handle problems such as:

Lack of initiative (of employees):

Poor communication:

Errors in work:

Remember: It’s not realistic to expect 100% accuracy all of the time, but it is realistic to expect 100% effort all of the time. 

Initiative & Boredom: Individual Reflection

Every job involves some set of routine, even “boring” (to some) tasks that must be done. 
How should you best deal with them in the workplace? 

At what point should you speak up about being bored?

At your workplace, when should you be sitting around? When is it not a good idea to be just sitting around?

Brainstorm to generate five questions you could ask your supervisor to show interest.

1)

2)

3)

4)

5)

Explain five tasks that you can do at work to show initiative (specific to your job). How can each of these improve your job and help you get more out of the experience?

1)

2)

3)

4)

5)

Even while doing jobs you don’t find as interesting as others, you can still put forth a 100% effort and show your supervisor you are enjoying what you do. How can you convey this while doing “routine” tasks?

How the Future Will be Better than Today

PLEASE READ: The future will be better. Obviously there will be better cars, excellent entertainment centers, and robots to do the dirty work. Work will be more interesting and exciting.  For each point make your own notes with examples.

1. Work will not be boring. Every job will require constant new learning. The actual job description will change every year with new inventions and new technology. Can you imagine in the old days sitting at a typewriter and typing for hour upon hour? Pick any job and tell how it will be better.

2. Opportunities to learn new things. You will have access to all the knowledge of the


world at a minimal cost. Your home computer will have access to basically all knowledge. What do you enjoy learning about?

3.  You will have more control over your workday, workweek, and work year. 

The job will no longer be defined as 9:00 to 5:00, Monday to Friday, 50 weeks a year or even worse the night shift. More people will decide to share work, take time off, work flexible hours, and take holidays when it is convenient. Describe a workday, workweek, work year that you would like. (Be realistic.)

4. Your personal life will be more important. 

People will focus on life outside of work, which will lead many to a more balanced lifestyle. Your hobbies and interests will take on more importance. Make a list of things you will do after work.

5. Increased teamwork. Teamwork fosters more enjoyable hours at work. There will definitely be more opportunity for the employees to participate in the decision making of the company. This will make employees feel more important. It will make the job more enjoyable. What do you like about teamwork?

6. Many people will work out of the home. The problems of commuting to work will be greatly reduced. It will improve people's personal family life. The cost of working will be reduced. How?

7. Canada is the best place in the world. The United Nations has given us this status for the last two years. Why?

Skills for the 21st Century

Below is a list of the skills that will be required for success in the 21st century. Match the description in the middle with the skill on the left by writing the corresponding letter beside the number, e.g. 1 B. 

SKILL

DESCRIPTION OF SKILL





1._ Technical
A.  Advertising your skills. A portfolio is evidence of what you

know-how 
have achieved and your skills. It is a great way to present your talents.

2._ Research skills
B.  Operating technical equipment with confidence and ease.


 


Familiarity with computers, the Internet, software.

3._ Self-
C. Making the most of what is available. It is accomplishing a goal

Awareness 
and getting the job done instead of complaining about what you do not have and making excuses.

4._ Stress
D. When you are able to look at things differently. A person who is

management 
innovative and imaginative.

5._ Teamwork
E. Getting along with others and respecting others. Helping others. Being unselfish in working in a group.

6._ Risk-taking
F. A person who is an optimist. Always looking at the bright side. Always looking for how to make it work not dwelling on why it won't work.

7._ Adaptability
G. Never satisfied that you know it all. Willing to take courses and training to improve. A love of learning.

8._ Positive
H. Investigative skills. A desire to find out the what, how, when,

attitude 
where, and why. A person who looks to find out what has already been discovered before rushing into the new.

9._ Problem-
I.Ability to change. Change your routine. Change your attitude.

Solving
Change what you believe. Adjust to new situations. The ability to work at more than one job at once.

10_ Self-
J. It is expanding your circle of friends and allies. Creating a

Marketing
directory or web of contacts. People who can  help you look for work opportunities and support you.

11_ Time
K. Every one of us faces stresses in our lives. The secret to success

Management
is to learn how to deal with it in a positive way. It is learning how to keep everything in your life in perspective. What is really important to you.

12_ Networking
L. A willingness to take a chance. Try new things. It doesn't have to be a dangerous risk that you take. A person who says, "Let's try it."

13_ Resourcefulness
M. Knowledge of your own strengths and weaknesses. After you know your skills, you can build your confidence and reduce your limitations. It is being honest with yourself.

14​​__Willingness to
N. Organizing your time. The better organized you are the more

keep learning 
control you have over how you spend your time. This allows you to accomplish more and have more time to yourself.
15_ Creativity
O. Decision making. It involves identifying and clarifying the problem. Developing realistic alternatives. Making a decision and a plan. Following up on the plan-evaluation.

Vocabulary of the Changing Workplace

In groups, discuss and record your definitions of each of the following terms.

	Trend
	

	Forecast
	

	Networking
	

	High Tech
	

	Global Marketplace
	

	Job Obsolescence
	

	Robotization
	

	Job Sharing
	

	Restructuring
	

	Deregulation
	

	Privatization
	

	Outsourcing
	

	Information Superhighway


	

	Demographics
	

	Customer Service
	

	Virtual Reality
	

	Tele-commuting
	

	Home Based Business
	

	Contract Work
	

	Temping
	

	Flex Time
	

	Entrepreneurship
	


Placement Report

Changes at Your Workplace

1. Select five words from the previous list and relate them to your Cooperative Education placement.  State the impact of each one on that business/industry.  

2. Summarize any additional changes that may have occurred at your placement over the past few years and highlight the impact of these changes.

i.e. retirements at highest level, more time-sharing among workers, personal health and fitness are becoming increasingly important

Due Date:

Monday, May 10th
Evaluation:
Rubric (10 marks)

	Criteria
	Level 1

(50-59)
	Level 2

(60-69)
	Level 3

(70-79)
	Level 4

(80-100)

	Knowledge/Understanding
	provides superficial information  for almost all aspects of the report
	provides comprehensive

information  for some areas of the report
	provides comprehensive

information  for most areas of the report
	provides comprehensive

information  for all areas of the report

	Communication
	communicates information with limited accuracy
	communicates information with some accuracy
	communicates information with considerable accuracy
	communicates information with a high degree of accuracy


Stress Vocabulary

Here are some words that will be used to describe stress.  Fill in the blanks with the proper word

Anxiety

sullenness

behavioral

Strategies

coping


physical

Beliefs


stressors

frustration

Symptoms

emotional
1. A tense emotional state that is accompanied by fear is called _________________.

2. The steps that you take to solve a problem are called __________________.

3. Your attitudes and the way that you look at life are called your ____________.

4. The _________________ of an illness are all the things that indicate that there is a problem.

5. A person who behaves in a negative and unhappy manner is showing ___________.

6. A person who is handling a difficult situation well is said to be ______________ with his/her problems.

7. The events that add up to cause stress in a person’s life are called _______________.

8. _________ problems are problems that affect how you feel about yourself.

9. Illness or injury are said to be ____________________problems because they deal with your health.

10. Problems that are associated with how a person acts are called ____________ problems.

11. When you are having difficulty completing something and begin to become anxious then you will likely show some signs of __________________.
Think of one situation in the last month that caused you some stress.  On the following chart briefly describe the stressful event and the different symptoms you had.  Then answer the questions below.
	Stressful Event
	Symptoms

	
	Physical
	Emotional

(Your feelings)
	Behavioral

(How you acted)

	
	
	
	


1. What did you do to handle the stress of the situation?

2. What happened in the situation?

3. Look back at this stressful time; was there anything you could have done to make it less stressful?

Coping With Stress
The following are common negative beliefs that get in people’s way when they are faced with a problem.

1. Read the negative beliefs and match them with the positive responses.

2. Circle the negative beliefs that you recognize in yourself.
	Negative Beliefs
	
	Positive Responses

	1. I must perform perfectly in everything I do.
2. Everyone must love and approve of me.

3. People and things must do what I want them to do.

4. My past experiences and childhood must affect me always.

5. Certain people are bad and should be punished.

6. Unhappiness is caused by things over which I have no control.

7. I should be very concerned about something fearful.

8. It’s easier to avoid difficulties than to face them.

9. I need someone to look after me.

10. I should be upset over other people’s problems.

11. There is a perfect solution and it must be found.

12. Authorities are always right and not to be questioned.


	
	a. I will choose what is right for me and give others the opportunity to do the same.
b. I am responsible for my own problems and not the problems of others.

c. It’s not my place to judge others.  I should always look for the good in everyone.

d. I feel a sense of accomplishment when I do something difficult.

e. My work doesn't have to be perfect as long as I’ve done my best.

f. I can’t force people to like me, but I like me.

g. I can leave the past behind, and get on with making the future work.

h. I may not be able to control what happens, but I can control how I feel. I am in control of my happiness.

i. I am smart and competent enough to look after myself.

j. I will do the best I can to find the right solution.  If my solution does not work, I can always try again.

k. Everyone can make mistakes, even people in power positions.

l. When I face something I am afraid of, I gain confidence in myself.




Opportunity Hunting

	Change
	Possible Life or Work Opportunities



	You graduate from high school
	I.e. Chance to get out into the work world and try my skills in new ways-job, apprenticeship, college or university



	You decide to leave home and get your own apartment.
	

	You get your first full time job.
	

	You find out that your company has been bought out, and your job is gone.
	

	Your boss gets another job, and you don’t like the person who’s taken her place.
	

	You do not have the money to attend post-secondary school full time.


	

	You are not accepted into the college/university program you applied to.


	

	You undertake a Grade 12 co-op placement in your field of interest but do not enjoy it.


	

	Due to unfortunate circumstances you must leave secondary school before completing graduation requirements.


	

	Demand for your job skills has dropped significantly and you are laid off from your job.


	

	Demand for your job skills has increased and you are offered a promotion if you are willing to upgrade your computer skills.


	

	Your family relocates to a new city, which forces you to revise your post-secondary education plan.


	

	Your parents have won a trip around the world and invite you to go with them – for a year.


	

	You decide to take a well-paying full-time job after secondary school for a year to make enough money for college.


	

	You have been offered an apprenticeship in a town two hours drive from home.


	

	You receive a scholarship offer to a school you had not considered.


	

	You realize that a related job would be more appealing than the one you have been training for the past year.
	


[image: image1.png]VHANK
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Employer/Supervisor Thank You Letter
DUE:  AT THE END OF THE PERIOD!!!


Each student is to write a thank you letter for their supervisor to accompany the thank you (semester-end) gift.  If you have more than one supervisor, see me A.S.A.P. as we may have to give more than one gift, or one BIG gift.  Either way, each employer/supervisor should get their own thank you letter.
Students who wish to purchase their own gift(s), or token of their appreciation, should feel free to do so.

Before writing your employer thank you note, please write out your thoughts on regular paper and submit to me for editing.

Your thank you note is a reflection of you, and the Cooperative Education program, and therefore, must be error free (i.e., no spelling or grammar errors).  It is the last impression that your employer will have of you.
Date [January 5, 2009]

Dear [insert name]
General Opening Thank You Statement (2 sentences)


E.g., I want to take this opportunity to express my sincere gratitude to you for providing me with such an exceptional Co-operative Education experience this semester.

Statement Summarizing Benefits of Specific Knowledge/Skills Gained and/or Highlighting an Experience/ Lesson Learned that You Will Always Remember (3 sentences)


E.g., The knowledge and skills that I gained at [insert Company/Organization name] will prove useful to me when I pursue [insert appropriate field of interest – e.g., teaching] at the post- secondary level.  Knowing how to [insert example of knowledge/skill you have learned - e.g., prepare a lesson plan] will provide me with a great head-start and a solid framework from which to grow and develop.

Closing Personal Thank You Statement To Employer, His/Her Company/Organization, Fellow Employees, etc. (1 sentence)

E.g., Wishing you and [insert specific employee names if appropriate] – or – and your wonderful workplace team all of the best in your future endeavors,

Sincerely

(first and last signature)

Your full name 
Skills Definitions
Academic Skills

· Communicate 

· Understand and speak the languages in which business is conducted

· Listen to and understand and learn

· Read, comprehend and use written materials, including graphs, charts and displays

· Write effectively in the languages in which business is conducted

· Think

· Think critically and act logically to evaluate situations, solve problems and make decisions

· Understand and solve problems involving mathematics and use the results

· Use technology, instruments, tools and information systems effectively

· Access and apply specialized knowledge from various fields (i.e. Skilled trades, technology, physical sciences, arts and social sciences)

· Learn

· Continue to learn for life

Personal Management Skills

Combination of skills, attitudes and behaviours required to get, keep and progress on a job and to achieve the best results

· Positive Attitudes and Behaviours

· Self-esteem and confidence

· Honesty, integrity and personal ethics

· A positive attitude toward learning, growth and personal health

· Initiative, energy and persistence to get the job done

· Responsibility

· The ability to set goals and priorities in work and personal life

· The ability to plan and manage time, money and other resources to achieve goals

· Accountability for actions taken

· Adaptability

· A positive attitude toward change

· Recognition of and respect for people’s diversity and individual differences

· The ability to identify and suggest new ideas to get the job done

Skills Definitions

Teamwork Skills – Working with others to achieve the best possible results
· Understand and contribute to group goals

· Understand and work within the culture of the group

· Plan and make decisions with others and support those decisions

· Respect the thoughts and opinions of others in the group

· Exercise give and take to achieve group results

· Seek a team approach as appropriate

· Lead when appropriate to help the group achieve the best results possible

(Employability Skills Profile: Conference Board of Canada)

Transferable Skills

Essential or “generic” skills - can be used in many jobs and in many workplace contexts

· Working with People

· Leading/Directing – organizing to get things done; making decisions which affect others

· Appraising/Evaluating – assessing other people’s performance; judging if something needs changing

· Motivating – getting people into action; encouraging others see all sides of a situation

· Counselling/Coaching – helping others when they don’t know what to do; guiding/advising

· Cooperating/Interacting – getting work done in a group; appreciating the work of others

Transferable Skills

· Communicating

· Persuading/Advising- giving recommendations, getting others to adopt your ideas

· Presenting/Training – communication in from of others; showing others how to do things better

· Discussing/Informing – answering questions; providing information; briefing 

· Writing – correspondence; reports, records, technical writing, specialized documents

· Working with information

· Gathering information – figuring out where to find an answer; searching for details

· Diagnosing/analyzing- evaluation facts or details; figuring out important from unimportant

· Checking – inspecting for errors, details accuracy, standard

· Calculating/Estimating – working with numbers, measurements, predicting outcomes

· Interpreting – making methods fit rules or legislation; using and understanding methods others have developed

· Problem Solving = figuring out how to resolve a problem; connecting cause and effect

· Deciding – making decisions base on the facts; ruling on procedures

· Working on Tasks

· Planning/Organizing – setting daily objectives; organizing schedules

· Administering - following through on plans or instructions; recording and filing information

· Reviewing/Evaluation – looking for improvements, alternatives

· Innovation/Change

· Originating – figuring out new ways to do things; suggesting alternatives

· Creating – designing products, words, pictures, charts, processes

(Employability Skills Profile: Conference Board of Canada)

Below is a list of benefits, which a coop program can provide for students.  Indicate your level of each characteristic before beginning your placements as:  Poor, average, good, or excellent, then rate it as of today.  In the areas which you have made improvement, use the back of the sheet to indicate how the coop placement has helped you improve.







Before Placement

Today

Good self image



______________
______________


Making decisions



______________
______________


Learning skills




______________
______________


Exploring your career



______________
______________

Accepting responsibility


______________
______________


Thinking independently


______________
______________


Maturity and self-awareness


______________
______________


Getting along with others


______________
______________


Showing initiative



______________
______________


Developing self respect


______________
______________


Making the transition to employment

______________
______________


Work satisfaction



______________
______________

_____________________


______________
______________


_____________________


______________
______________

_____________________


______________
______________


_____________________


______________
______________


	At My Placement, I Am Learning…
	Evidence I am Providing That Proves I Am Learning in These Areas…

	1.  to apply and extend my learning in a related school subject to tasks and responsibilities at my placement
	

	2.  to work independently


	

	3.  to work as a member of a team
	

	4.  to organize my tasks and time
	

	5.  to demonstrate effective work habits
	

	6.  to demonstrate initiative
	

	7.
	

	8.
	

	9.
	

	10. 
	


 Student's Evaluation of Work Term

Student's Name  ______________________________________________________

Supervisor  __________________________________________________________

Company Name  ______________________________________________________

What is your overall satisfaction rating of this Work Term?

(0-10; 0 very unsatisfying-10 very satisfying)
1.  How did the position meet (or not meet) your expectations?

2.  Could the work term have been improved and if so, how?
3.  What new skills (both technical and personal development) did you gain from your Work Term?
4.  What did you enjoy most about this work term?
5.  Did your supervisor appear interested in your Work Term Report/Project?
6.  What qualities would you suggest an employer should look for when hiring for this position, and why?
7.  How has this position confirmed or changed your academic and/or career goals?

8.  Finally, what would you do to make the co-op program better?
Please feel free to add any other comments
I have discussed this Evaluation with my supervisor.


Yes
No
Are you interested in participating as a speaker during course selection? 
Yes
No
Feature Story: Great Expectations 
By Barbara Hunter and Jessi Zielke

· After high school, Doreen went to work for a local gardening service. She loves working with plants, but doesn't like the working conditions -- especially the rain in the fall and spring.

· Ever since Jamie was a boy, he needed his sleep. He went to college and studied emergency room care. He graduated with honors and landed a job in a small town hospital. After three weeks on the job, night shifts only, he wondered what he had got himself into. He was exhausted and didn't know how much longer he would last.

· Kelly works as a television camera operator. After one year on the job, she recognizes that because of the odd hours she works, she has no social life.

· Lorraine has just finished her law degree and landed a job as an articling student. When she looks at her student loan payments and living expenses for the next two years, she realizes that she won't have enough money to meet her expenses. She always thought lawyers made a lot of money! 

Did Lorraine, Jamie, Kelly or Doreen really know what they were getting into when they choose their field of work? Did they consider all aspects of the job? It's likely they did not.

Researching a potential career before you enter training or the job market is worthwhile. Many people often overlook doing specific occupational research. You have probably heard someone say, "If only I had known… I would have changed what I had planned to do…." What your son or daughter expects from work might be close to reality, but it also might be vastly different.

When I work with young people, I enjoy their enthusiasm and "joie de vivre" about their expectations of what their "dream" job might be like. Most have a vision of posh offices, perfect weather, perfect location, perfect working conditions, a perfect supervisor and a perfect journey to the top! Many of them have ideas similar to what they see on TV or at the movies. 

Although I wish smooth sailing for each and every one of them, helping them do a "reality" check is one of the most useful exercises I take them through. It either affirms their aspirations, or allows them to adjust their expectations and more clearly define their career journey. 

How Can Parents Help?
Begin by helping your son or daughter articulate what it is that they find attractive about a particular work situation. Ask them questions about the amount of salary they expect, how much time they are willing to put into their work and where and when they expect to be on the worksite. Share with them your own experiences with work expectations when you first started working.

Ask them to explore the following questions:

· What do you think it will it be like when you begin work? 

· Where will you work? Who will you work with? 

· What kind of activities will you be doing when you are at work? 

· Will you work with your hands, will you use a computer, will you work with a group of people or will you work on your own? 

· How much time do you want to spend at work? 

· What kind of environment do you envision working in? 

Along with personal reflection, encourage your son or daughter to find out as much as possible about the occupation or related occupations they hope to enter. This will give them a clear idea of what they might be doing and the duties they would likely perform if they were employed in that field of work.

Research an Occupation
How do they do this? Information is available through a variety of sources.

· Places such as human resource centers, community skills centers and education and training facilities can provide work-specific information. 

· Written information is available on occupations searchable on the Web or libraries. Research job descriptions by looking for occupational information, industry sectors or specific job titles. 

· Workers who are actively engaged in the occupation of choice are the best source for young people to seek information from. Consider calling an association of professionals or a union to see if they have a contact list. As well, the local phone book provides the names of employers who engage in activities that might employ the people in the occupation you are looking for. 

Liking the sound of something and actually doing it are two different things. If their expectations are not met they will have to do some serious thinking about what they plan to pursue and whether it is really for them.

To aid in their reflection, suggest they take some self-assessment tests that help match interests and aptitudes. Suggest that they research some other occupations to see if there is any other avenue that will meet their expectations. Help your son or daughter put all the pieces together so they can make career decisions they can live with.

Activity:Exploring Expectations


By Barbara Hunter and Jessi Zielke

Goals of Activity
The ability to:
· Identify what they expect work to be like 

· Research an occupation of choice 

· Compare their work expectations with the work reality 

Step by Step
· Read the article, Great Expectations 

1. Brainstorm some of the things you expect from work in the future. 

Begin by asking some of these questions.

· What do you think it will be like when you begin work? 

· Where will you work? Who will you work with? 

· What kind of activities will you be doing when you are at work? 

· Will you work with your hands, will you use a computer, will you work with a group of people or will you work on your own? 

· How much time do you want to spend at work? 

· What kind of environment do you envision working in? 
2. Identify the resources available to help determine the present day work situation. Conduct research to get the clearest and most realistic picture of the occupation you are interested in. Try to find answers to the following questions (some are best answered by someone working in the field): 

· What skills are required for your work? 

· What is the work environment like? (Equipment, location etc.). 

· What do you do on an average day? 

· What are the starting wages? 

· What do you like most about your job? 

· What do you like least about your job? 

· What advice would you give a person considering this occupation? 

· Why did you enter this occupation? 

· How did you get your first job? 

· What steps have you taken to get to where you are now? 

· What training and or education have you taken along the way? 

3. Compare the answers from your research to your expectations. As a result of the comparison, are your plans confirmed or do they need to make an adjustment to your next steps? 

4. If you are really not interested in the occupation that you had researched you might just need to do some more research in other occupations that might interest you. Begin by conducting a self-assessment test to determine if there is any other kind of work that might pique your interest. 
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