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	                                                      Employability                                                                    2A (17)

	Personal Skills
	Professional Work Related Skills
	Interpersonal Skills

	· Confidently  advocates for self in a 
variety of situations in the workplace.
………………….……………………………………………………………
· Spontaneously identifies that they have
 not understood what has been said and asks for more information or to have it clarified.
……………………………………………………………………………..
· Effectively communicates throughout 
their time within the workplace.
……………………………………………………………………….……..
· Reflects on own performance in the work place and identifies what they could improve, next steps and acts  on them.

…………………………………………………………………………………
· Accepts constructive criticism and adapts behaviour accordingly.

Give 3 examples

1……………………………………………………………………………

2………………………………………………………..…..……………

3……………………………………………………………………………
· Uses some of their own positive strategies for managing feelings and emotions at work. 

Give 3 examples

1……………………………………………………………………………

2………………………………………………………..…..……………

3……………………………………………………………………………

· Uses own positive strategies to proactively manage/reduce stress when difficult situations arise at work.

Give 3 examples

1……………………………………………………………………………

2………………………………………………………..…..……………

3……………………………………………………………………………

· Prepares for an interview for a job and 
is confidently able to talk about own abilities and give information about themselves.

……….……………………………………………………………………..
	· Independently travels to and from the 
work place and has the knowledge and skills to manage an unexpected event on route when it occurs. 

……………………………………………………………………………

· Arrives promptly for work, informs the work place if late or unwell and unable to attend.
..............................................................................

· Uses own initiative and skills to successfully deal with a health and safety incident. Give 2 examples

1……………………………………………………………………………

2………………………………………………………..…..……………
· Throughout the day confidently decides when to ask for advice or help and when to act on own initiative.
……………………………………………………………………………….
· Is able to show someone else how to complete a variety of aspects within their role.

…………………………………………………………………………………
· Has a positive work ethic, knows and understands own role and responsibilities within the workplace and consistently completes them to a high standard

........................................................…………….…………

· Is self-motivated, takes pride in their work, ensuring tasks are completed to a  consistently high standard

………………………………………………………………………………...
· Actively seeks opportunities to learn new skills and take on new responsibilities

………………………………………………………………………………..
· Confidently  copes with challenges or 

problems that arise with  a determination to find a way to overcome or solve them.

…………………………………………………………………………………
· Demonstrates adaptability and flexibility  coping with new ways of working and can transfer skills into different contexts.

…………………………………………………………………………………

 
	· Uses appropriate communication  methods to meet the needs of the different kinds of people in the workplace. egs, client, line- manager, colleague 

Give 3 examples

1……………………………………………………………………………

2………………………………………………………..…..……………

3……………………………………………………………………………
· Manages their emotions and feelings 
appropriately in a range of relationships within the work place.

……………………………………..………………………………………..
· Has strategies for coping with conflict at work and uses them appropriately. 
Give 3 examples

1……………………………………………………………………………

2………………………………………………………..…..……………

3……………………………………………………………………………

· Works effectively as part of a team, listening to and supporting others, offers/accepts help, communicates well, is actively involved.

………………………………………………………………………………

· Demonstrates leadership skills by confidently leading a task directing one or more people to work as a team to successfully complete the task
………………………………………………………………………………….
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