Welcome
pages 2-4

Scope and Sequence

In the classroom | Learn about your book | Meet your Employability Skills Coaches

m Learning Objectives Vocabulary

Communlcatlon 1

Active Listening
pages 5-8

2

Communication 2

Building Rapport
pages 9-12

3
Goal Setting

Strategic Career
Goals
pages 13-16

4
Teamwork

Preventing and
Managing Group
Conflict

pages 17-20

5

Critical Thinking
Evaluating
Information
pages 21-24

6

Leadership
Building
Leadership Skills
pages 25-28

? I can explain
the
importance of and

describe specific

strategies for active

listening.
? | can explain
work rapport
and describe
strategies for
building and
maintaining it.

| can explain
8 the
importance of
strategic career
goals and identify
skills and steps to
reach them.

% | can explain
causes of
group conflict and
describe strategies
for preventing and
managing conflict.

@g | can describe
specific
strategies for
evaluating
information.

o | | can describe
important
skills of good
leaders and
strategies for good
leadership.

* Recognize the three parts of active
listening

* Explain the importance of active listening

* Describe specific strategies that show
active listening

* Explain what rapport is and its role in
good work relationships

* Describe specific strategies for building
rapport

* Describe specific strategies to maintain
rapport

* Explain the importance of strategic
career goals

* Describe how to use short-term goals
as stepping stones

* Explain when and how goals should be
re-aligned

* Describe specific strategies to transfer
skills to a new career

+ Explain the common causes of conflict

+ Describe specific strategies to prevent
conflict

* Describe specific strategies to manage
conflict

* Describe specific strategies to evaluate
the credibility of a claim

* Describe specific strategies to evaluate
the reliability of the evidence

* Explain three strategies to evaluate the
logic of the evidence

* Describe five specific skills that good
leaders use

* Explain how to develop these skills

attentive, clarify, engage,
expand, focus, impatient,
multitask, non-verbal cue,
refresh, retain

at ease, atmosphere,
common ground, establish,
foundation, harmonious,
inappropriate, interact,
mutual, open, shut
someone down

adjust, long-term,
pursue, re-align, short-
term, start from scratch,
stepping stone, timeline,
transferable skills

acknowledge, brainstorm,
compromise, critical,
defensive, diversity,
escalate, foster, inclusive,
morale, prevention

bias, cite, claim, credible,
evidence, flaw, logical,
reliable, statistics, vague,

verify

challenge, collaboration,
constructive, delegate,
effective, empower,
micromanage, motivate,
persuasion, pushback,
resistant, vision



Pronouncing th

The letter s

Weak pronunciation of
has and have

Syllables and stress with
adjective endings

Consonant groups

Contractions with will

Clarify and paraphrase

Listen for tone

Listen for context clues to
understand idioms

Listen for purpose or
cause and effect

Identify referents for the
pronouns one, this, and it

Listen to make predictions

Use an active listening
strategy in a real-life
situation

Interview people who have
good rapport skills

Interview a person who
followed a plan to achieve
their goal

Interview people about
their conflict management
strategies

Evaluate the credibility
of a chosen source of
information

Research a leader you
admire and describe their
leadership skills

Discuss facts about active
listening

Use icebreakers to develop
rapport

Figure out long-term goals
and strategies to reach
them

Compare different types
of communication at work
in terms of preventing and
managing conflict

Discuss challenges around
finding trustworthy
sources for information
or news

Choose your own board
of directors



m Learning Objectives Vocabulary

SeIf—Management

Persistence
pages 29-32

8
Wellness

Improving Your
Wellness
pages 33-36

9

Social
Responsibility
Giving Back
pages 37-40

10
Branding

Branding Yourself
Online
pages 41-44

11
Job Search

Researching
Companies
pages 45-48

12
Interviewing

Difficult Interview

@ 0| | can describe
g the
importance of
persistence and
specific strategies
to develop the yet
attitude.

0% | can explain
the habits
and importance of
wellness and
describe specific
strategies for
improving it.
@ | | can explain
the benefits
of social
responsibility and
describe ways to
give back.

@ | can describe

strategies for
developing my
personal online
brand.

| can describe

the benefits
of and specific
strategies for
researching
companies during
the job-search
process.

Gg | | can describe
strategies for
answering both

+ Explain what persistence is and why it is
important

« Explain what the power of yet is and how
it can affect your mindset

* Describe specific strategies to develop
persistence and the yet attitude

+ Explain the importance of evaluating
personal routines to improve wellness

* Describe ways to replace unhealthy habits
with healthy ones

+ Describe ways to maintain healthy habits

+ Explain the benefits of giving back to the
community for individuals and businesses

+ Describe ways companies give back to the
community or society

+ Describe ways employees can give back
when their company doesn't have programs

+ Describe ways to give back when you
aren’t working for a company

+ Describe essential things to consider
when building your brand online

* Explain how to network online and use
social media to advance my career

+ Describe specific strategies for protecting
my information

* Explain how to tell my story

+ Describe specific strategies to research
companies

* Explain where and how to find specific,
in-depth company information

* Explain the benefits of researching
companies

+ Describe specific strategies to answer
common interview questions

* Explain how best to prepare for an interview

capacity, discouraged,
encounter, input, obstacle,
optimism, overcome,
overwhelming, potential,
renewed, setback, stumble

athletic, diet, drain,
encompass, habit,
meditate, nutritious,
priority, proven, replace

capable, cause, donation,
drive, fundraiser, incentive,
moral, network, obligation,
participate, reputation,
volunteer

consistent, genuine,
perception, portray,
presence, privacy settings,
relevant, selective,
temperament, visible, work
ethic

at a glance, background
work, business plan, due
diligence, inside scoop,
keyword search, knowledge
base, long-term prospects,
mission statement, narrow
the field, perfect fit, work-
life balance

buy time, emphasize, on
the spot, present, self-
doubt, strategy, stump,
take the lead

Questions common and
pages 49-52 difficult interview + Describe techniques to deal with
questions. challenging interview questions
Check your understanding.......... page 54
Discussion strategies.................... page 68
Vocabulary practice.........cccecoeee. page 74

GlOSSANY v page 87



The -ed endings in
adjectives

Listen for explanations

Listen for main ideas
and details

The letter a

Listen for transition words
of addition

Linking identical
consonants

Linking a vowel to a vowel | Read to identify

supporting reasons

Stressed syllables in nouns | Collocations

Weak and blended
pronunciation of to

Euphemisms

Interview someone with a
positive attitude to learn
about their strategies and
solutions when facing
problems

Research ways to improve
your wellness and write
five healthy habits that
you want to try

Research or interview
someone about programs
at work for giving back

Interview two people with
a strong, successful online
presence

Research a company you
would like to know more
about

Search for difficult
interview questions and
then answer them

Learn about four famous
people who persisted and
then reached their goals

Discuss wellness practices
around the world

Ways to volunteer if you
do not have much time

Discuss social media facts
about job seekers and
employers

Discuss your priorities
when job hunting

Discuss statistics on
interview behavior

Vii





