NAME  :  _______________________________________________________________

	                                                      Employability                                                                    1C (12)

	Personal Skills
	Professional Work Related Skills
	Interpersonal Skills

	
· Aware of their role in the workplace
………………………………………………………………………..……

· Is aware of work related terminology 
linked to their role and asks to have it explained if not understood 
……………………………………………………………………………

· Begins to identify and asks for jobs 
they would like to do or try in the workplace and say why.     ………………..……………………………………………………..………

· After completing a task, is able to say if 
they did/didn’t like it and say why when asked
…………………………………..……………………………………………

· After completing a familiar task, when 
asked is able to say how well they thought it went and why
……………………………………………………………………………

· Having completed a familiar task when 
asked can begin to identify  what they can do to improve
……………………………………………………..…………………………

· Knows who to go to if a problem arises
………………………………………………………………………………….

· Understands it is ok if things go 
wrong or if they have made a mistake and 
copes with support learning to behave in an 
appropriate manner 
……………………………………………………………………….………

· Recognises their feelings have changed due
to a stressful situation e.g. having made a mistake and is helped to talk about it
………………………………………………………………………….…….

· Understands and accepts and that 
constructive criticism or suggestions  is to help develop own skills to improve a task/s
……………………………………………………………………………….

· Prepares for an interview with support
for a work placement and is confidently able 
to talk about own abilities and give 
information about themselves.
……………………………………………………………………….…..

	
· Knows and understands and can explain 
importance of wearing the appropriate clothes in the workplace 
…………………………………………………………………….…………..
· Is aware of safety procedures in the work 
place e.g. fire alarm
……………………………………………………………………………

· Is able to take responsibility and follow instructions to complete a familiar task.
Give 3 examples
1………………………………………..…………………………………

2………………………………………………………..…..……………

3…………………………………………………………………………

· Realises that they don’t know what 
to do next in a familiar task and asks for help
…………………..………………………………………………………….

· Listens to instructions with demonstration
from an unfamiliar person and to understand and complete a new task with supervision
………………………………………………………………………………..

· Is punctual taking and returning from 
breaks when asked
…………………………………………………………..………………….

· Perseveres to complete tasks they find difficult with encouragement and support if needed
………………………………………………………………………………….

· Understands and follows guidance on use 
of social media and the work place
………….……………………………………………………………………….











	
· Is able to introduce themselves on meeting new people in the workplace but may need encouragement
………………………………………………………………………………
· Is aware of and begins to use appropriate
communication with familiar people within their role with supervision
………………………………………………………………………………

· Accepts working with unfamiliar people in a 
new workplace with supervision
………………………………………………………………………………..

· Recognises that they get on with some
people better than others.
…………………………………………………………………………….……

· Know and identify there are different
types of relationships in the workplace.
………………………………………………………………………………..

· Begins to demonstrate appropriate behaviour with different relationships in the work place with guidance e.g. line manager, resident, colleague, customer
………………………………………………………………………………..
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