Essential Outcomes for Navigating the Workplace – GLN 4O1

ESSENTIAL  SKILLS FOR WORKING AND LEARNING
Understanding Workplace Essential Skills
· identify and describe the workplace essential skills, using a variety of electronic, print, and human resources (i.e., Human Resources and Social Development Canada website, Ontario Skills Passport, employers brochures on essential skills), and explain how these skills are used in the workplace;
· locate information on the most important workplace essential skill requirements for a range of occupations and identify the varying complexity levels of tasks associated with these skills;


Developing Workplace Essential Skills

· produce a gap analysis of their workplace essential skills by identifying the workplace essential skill requirements for a specific occupation, comparing the requirements with the skills they have, and identifying the skills they need to develop;
document their ongoing development of selected workplace essential skills, including evidence of demonstration of these skills from their Ontario Skills Passport.

PERSONAL MANAGEMENT
Self-Knowledge
· summarize, assess and document various aspects of their personal profile (e.g., interests, skills, needs, values), using feedback from others, personal reflection, and information from standardized assessment tools, and explain how this information influences their postsecondary education, training, and career plans;

Working With Others
· describe self-management skills (i.e., prioritizing, managing stress, problem solving and use them to deal effectively with challenging situations in the school, community, or workplace (i.e. situations involving harassment, unreliability of others).

EXPOLORATION OF OPPORTUNITIES
Researching Information
· use an inquiry process (i.e. formulate questions; gather, organize, interpret, assess and communicate information) to locate information about postsecondary learning and work options (i.e. on-the-job training, apprenticeship, college, university, fields of work, specific occupations);

· locate information about learning opportunities and work, using a variety of career information resources (i.e. National Occupational Classification, Job Futures, Ontario Prospects) and human resources (i.e. mentors, placement supervisors);  
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· design experiential learning opportunities (i.e. cooperative education, work experience, site visits, job shadowing) and conduct information interviews (i.e. in person, by telephone, by e-mail) to investigate types of employment, employment trends, and work-style alternatives (i.e. job sharing, shift work, flex-time arrangements, contract work, consulting).


Deomonstrate Health and Safety Awareness
· identify potential health and safety hazards in a workplace setting;

· explain and follow health and safety policies (i.e. proper handling of tools and equipment, use of personal protective equipment) and procedures (i.e. fire drill, evacuation, equipment lockouts) in a workplace setting;

· describe procedures for reporting accidents and unsafe practices, and explain why they are necessary in the workplace.

PREPARATION FOR TRANSITIONS AND CHANGE
Planning for Learning and Work

· identify the financial requirements for their selected postsecondary destination, and produce and implement a plan for managing their finances (i.e. income, expenditures, savings).


Searching for Work
· use various job-search strategies (i.e. conducting online job searches, developing a personal network) to find work opportunities;
· document evidence of the knowledge, skills (including workplace essential skills), and work habits that they have acquired in the workplace or through volunteering, using the Ontario Skills Passport and other tracking tools;

· create effective job-search tools (i.e. job-specific resume, covering letter, portfolio that reflect their knowledge, strengths, experience, skills (including workplace essential skills), and work habits for an experiential learning, volunteer or work opportunity.
