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 Welcome to the skills for success work ready youth program 
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Introducing the skills for success 
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 THE NINE SKILLS for success 
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Think of a time you tried something new. It can be a sport, learning to code, learning to play an 
instrument. Maybe you were great at it right away, but most of us aren’t. We practice so we get 
better. In the same way, you need to practice, to build your Skills for Success. To do this, you 
need to practice tasks, questions and problems related to the Skills for Success, starting with 
those at Entry level and working up to Intermediate and Advanced levels. 

SKILLS FOR SUCCESS LEVELS 
Entry Intermediate Advanced 

Practice needed Ready to keep learning Good to go! 

Skills like muscles get stronger the more we use them and strengthening your Skills for Success 
will help you succeed in today’s evolving work environment and in daily life. 

What do the Levels Mean? 
• Tasks, questions, and problems at Entry level are less difficult than those at the

Intermediate and Advanced levels.

• People with skills at Entry level need to practice, to make their skills stronger. When you
have skills at, or above, Intermediate level, you have skills that are strong enough to allow
you to learn academic, technical, or job-specific skills.

• Employers like to hire workers who are efficient, capable, learners because they know
they are more likely to accurately solve problems, complete their work, learn new
processes, and adapt to changes on the job.

• The skills are just as important in daily life. We all need to read information, fill out
documents, make decisions about how much we can spend on things we want to buy,
work, and communicate effectively with friends, family, teachers, and employers, and use
computers and other digital technologies.

building SKILLS for success 
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Look at the list below. What skills do you think you would need, to 
complete each task? Write the abbreviation for any of the skills you 
think would be used to complete the task. One is started for you as an 
example. (HINT: they all require more than one skill.) 

Task Skills Used 

Find information online to complete the set-up of a new iPhone. 

Apply online for a learner’s license. 

Book concert tickets online. 

Help plan a fundraiser for your sports team. 

Make a plan to pay for the boots you want when they are more 
expensive than expected. 

Find an alternate way to travel when you can’t use the car to go skiing. 

Text your coach to say you will be late for practice, and why, and how 
you will catch up on what you miss. 

Arrive at work early to learn the new customer payment system, from 
your boss. 

NU, 

Use an online transit schedule to get to your new job on time. 

Skills for Success 

 ADA Adaptability 
COL Collaboration 
COM Communication 

C I Creativity & Innovation 
DIG Digital 
NU Numeracy 
PS Problem Solving 
RE Reading 
WR Writing 

Give it A Try!  Matching Tasks and Skills 
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Collaboration includes... 
a combination of who, if anyone, you work with to complete a task and if and how much of a 
leadership or supervisory role you take in getting the task completed. For example, musicians 
work on a team to rehearse for a gig, and you might lead a team working on a class project. 

Work Contexts: Example Leadership or Supervisory Roles: 

Alone 
 monitor the work performance of others

 inform other workers or demonstrate to them how
tasks are to be performed

 orient new employees

 make hiring decisions

 select contractors and suppliers

 assign tasks to other workers

 identify training that is required

Independently 

With a Partner 

On a Team 

Getting started with collaboration 
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Think about how you use your Collaboration skills every day – whether at a 
job or in your daily life. Complete the following table with an example of each 
of the work contexts given (alone or with a partner); be as specific as you 
can. We’ve filled in examples from a graphic designer’s workday to help you 
get started. Then think about ways in which you take responsibility. 

Work Context Graphic Designer You 

Alone (or 
independently) 

Working from her home 
studio, creates 
preliminary sketches for 
the video game 
characters. 

With a Partner 
(and/or as part of a 

team) 

Brainstorm story lines 
with another person. 

Participate in online 
meetings each morning 
with everyone working 
on developing the 
game. 

Responsibility 
Graphic designers may work in a 
lead or supervisory role, when 
they are part of a team. 

Now think about how you take 
responsibility – at work or in your daily life. 
(Do you have brothers or sisters? A part 
time job? Are you on a team?) What 
examples can you give? 

As a Leader 
or Supervisor 

Assign work to a student 
intern. 

Approve time off for an 
employee. 

Give it A Try! Think about Collaboration 
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If you do any of these…YOU can Collaborate! 

Team 
work!

collaboration makes a difference 



COL 
13 

From the classroom to the workplace, Skills for Success matter! 

 

 

 

 

 

 

 

collaboration makes a difference 

At Work 
Once you start working, the ease with which you can work 
across different contexts will be critical to your 
workplace success. The ability to collaborate well with 
others is considered essential in all occupations. In 
national surveys Canadian employers consistently rank 
the ability to work in teams as the most important skill 
they are looking for.  Also near the top are the abilities to 
self-motivate and to demonstrate initiative: important 
qualities whether working independently, in a team, or as 
a leader.  

At Home 
Our non-working life is impacted by our collaboration 
skills too. Strong skills mean we are better able to 
contribute when we are on sports teams or part of a 
band, or we are raising funds to support a cause we 
believe in or to host a community event. Having solid 
collaboration skills helps us to grow our networks of 
friends and contacts and to be prepared to take on 
more responsibility and increase our opportunities for 
growth in our personal lives.  

Measuring Collaboration 
Like the other Skills for Success, collaboration has 3 levels of complexity (difficulty): Basic, 
Intermediate and Advanced.  

Task complexity depends on factors like the context of the work (alone or independently or with 
a partner or as part of a team) and on how much responsibility an individual has, related to 
those they are collaborating with. 

If you test your collaboration skills, you will find that you are strongest in one of the 3 levels. 
This does not mean you don’t have skills at other levels, but if your skills are below Basic level, 
it means it would be a good idea to work on them. 
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cool jobs that rely on collaboration! 
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1. The mere presence of other people can boost your performance
2. Collaborative work teams have advantages like sports teams in their home stadiums
3. A balance of extroverts and introverts makes for a better team
4. Inclusive teams perform better
5. Effective teams depend on “social sensitivity”
6. The culture of a workplace impacts how we work with others

Think being able to collaborate isn’t a big deal? Think again! 

Collaboration trivia 

Answer: all the above are true 
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1. Accounting and related clerks … collaborate when assisting accountants and when working
with partners to complete routine tasks. They may be members of administrative and office
support teams, working together to ensure that services are provided efficiently.
(collaboration Basic Level)

2. Automotive painters … may be required to coordinate activities with workers from body
repair and vehicle preparation departments to ensure a smooth supply of vehicles to be
painted. Automotive painters may also work directly with co-workers who assist them with
vehicle preparation duties, such as sanding and masking. (collaboration Intermediate Level)

3. Computer network technicians coordinate and integrate job tasks with co-workers, such as
programmers, technical support staff, system analysts, other network and web technicians
and supervisors. (collaboration Advanced Level)

4. Construction electricians work primarily with other construction electricians but may also
interact with a wide variety of workers including apprentices, supervisors, owners'
representatives, architects, engineers, inspectors, and suppliers. (collaboration Basic
Level)

5. When completing larger jobs, gas fitters work with helpers or other crew members, and may
coordinate the tasks of subcontractors. They work beside other subcontractors
integrating activities and sharing space to avoid job site congestion. They work as first
response team leaders when responding to an emergency gas leak. (collaboration
Intermediate Level)

collaboration in action! 
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6. Kitchen helpers and line cooks work both independently and as part of a team. They
participate in formal discussions with co-workers and supervisors on methods for improving
work processes or product quality, and on the allocation of responsibilities. (collaboration
Basic Level)

7. Machinists work independently and with others. They work independently to interpret, plan
and produce or repair parts. They work with other machinists to carry out new or complex
tasks or to solve problems. For example, they may work with partners or maintenance staff
to troubleshoot equipment failures. (collaboration Basic Level)

8. Steam- and pipefitters work with others most of the time. They liaise with other steam- 
and pipefitters …. They work mainly with welders to assemble fittings prior to welding but
may also work with pipe insulators and electricians. They coordinate the arrival times of
crane operators when necessary. They work closely with apprentices to obtain assistance
and to offer both technical training and safety information. Coordination of work with
others is a key part of the occupation. (collaboration Intermediate Level)

9. Most welders' tasks are completed independently, but they must work with other team
members, including fitters, other welders, and supervisors to plan work, confirm
measurements and calculations, assist co-workers with tasks and schedule sharing of
equipment. Journeypersons may coach and receive assistance from apprentices. They may
also be partnered with workers from other trades, such as pipefitters, to co-ordinate their
tasks on projects so that steps are completed in the right order. (collaboration
Intermediate Level)

10. Web designers and developers mainly work independently when designing and developing web
sites. On larger projects, they coordinate tasks and exchange information with other team
members …. They may work as team members or leaders … They may demonstrate, train
and assign tasks to junior web designers.  (collaboration Intermediate Level) 

collaboration in action! 
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Check out this cool article about a group of UPS Employees who came together to 
surprise a co-worker with a car.  Now that’s collaboration! 

collaboration in the news! 
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 collaboration in the news! 
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collaboration in the real world…Check out this team! 
As technology advances, more and more work is done using virtual teams.  Check out this 
Canadian inventor who worked with a virtual team to build a wireless backup camera. 

People love backup cameras on vehicles. It’s safer and easier to reverse while watching a screen 
display of what’s behind your car or truck, but less than a quarter of all vehicles have backup 
cameras right now. Making it easy to instantly add and remove a backup camera from any vehicle 
is what Canadian inventor Renny Whipp has done, 
and his story is interesting because he couldn’t 
have succeeded until now, when the internet 
made it possible to create a skilled team of 
experts able to collaborate while living in 
separate geographical locations. 

The Hindsight camera delivers a wireless video 
signal to a smartphone or tablet on the dash of 
your vehicle. The quick-release base of the 
camera fastens to any car, truck, RV or 
transport truck, using controllable magnets and 
a no-mar adhesive. No bolt holes or wiring required. The system has a working range of more than 
80 feet and a warning system in case you back up too close to vehicles, buildings, or people.  

Back up cameras make work life easier, and safer, for all workers who drive vehicles in their jobs. What 
kinds of jobs do people have who work on cool projects like this? Well, here’s a selection of a few: 
Electronic Products Designer, Electronics Tester, Industrial Designer, Computer Programmer, Robotics 
Technologist, Manufacturing Technician, Electrical Engineering Technologist. 

collaboration Bits and Bites 
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noun – a place where people work, such as an office or 
factory 

noun – the set of shared attitudes, values, goals and 
practices that characterize an institution or 
organization  

collaboration Bits and Bites 
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Tips for collaborating with a partner or a team 

Employment and Social Development Canada provides the following tips for successfully 
collaborating.   

 Maintain open lines of communication with team members by freely sharing
information.

 Contribute to group decisions by stating your ideas and points of view.

 Contribute to the team by completing the tasks assigned to you on time.

 Encourage your team members to share ideas by asking questions and listening
attentively.

 Let your colleagues know when they are doing a good job.

 Respect the feelings, views and values of other team members.

 Support and encourage fellow team members by helping those who need assistance.

 Do not avoid conflict. Address issues or problems when they happen.

collaboration Bits and Bites 
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Teamwork and Leadership 

We all need to work with others.  Check out what these famous folks have to say about 
teamwork and leadership…

collaboration Bits and Bites 
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collaboration Bits and Bites 
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Culture impacts all aspects of a workplace.  While culture mostly has a positive impact, some 
organizations have negative or “toxic” workplace cultures.  One example is when bullying is 
tolerated on the job. 

What to do if you’re being bullied at work? 
• FIRMLY tell the person that their behaviour is not acceptable and ask them to stop. You can

ask a supervisor or union member to be with you when you approach the person.
• KEEP a factual journal or diary of daily events. Record:

o the date, time and what happened, in as much detail as possible
o the names of witnesses
o the outcome of the event

Remember, it is not just the character of the incidents, but the number, frequency, and 
especially the pattern, that can reveal the bullying or harassment. 

• KEEP copies of any letters, memos, e-mails, faxes, etc., received from the person.
• REPORT the harassment to the person identified in your workplace policy, your supervisor,

or a delegated manager. If your concerns are minimized, proceed to the next level of
management.

collaboration Bits and Bites 
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Did you know… 
When researchers at Carnegie Mellon, M.I.T. and Union College studied teams they noticed two 
behaviors that all the good teams generally shared.  

1. On the good teams, by the end of the day, everyone had spoken roughly the same
amount.

‘‘As long as everyone got a chance to talk, the team did well,’’ but if only one person or a
small group spoke all the time, the collective intelligence declined.’’

2. The good teams all had high ‘‘average social sensitivity’’.

That’s a fancy way of saying they were skilled at understanding how others felt, based on
their tone of voice, their expressions, and other nonverbal cues.

collaboration Bits and Bites 



Give your skills a workout. Skills, Like 
muscles, get stronger the more we 
use them. Build your sfS muscles by 
completing the workouts.  You can 
check your answers in the answer 
key.

Put your skills for success 
to work! 
Put your skills for success 
to work! 

WORKOUT!WORKOUT!
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Use the table of contents to navigate through this workbook. Track your progress by putting a 
checkmark beside each topic you complete. 
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1. Fitting In

Collaboration – Workplace Culture 

Fitting into the culture at a workplace or on a team, in a positive way, helps us to build trust with our 
co-workers and supports our participation on teams or when working with a partner. Not all 
workplaces have a culture that is a good fit with our skills or our values. It is useful to think about 
what attitudes, behaviours and characteristics are commonly sought after by employers and what 
our values and attributes are, so we can determine if we are a match before we take a job or join a 
team. 
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1. Below is a list of attitudes, behaviours and characteristics that contribute to workplace
culture.

Put a  beside those you think are valued in all workplaces. 

Put an X beside those that you think might only be valued in certain workplaces or not valued
at all.
(collaboration Basic level, problem solving Basic level) 

1 Working the expected start and end times 

2 Following the dress code 

3 Working safely 

4 Completing work on schedule 

5 Showing up on time 

6 Wearing headphones 

7 Complaining 

2. On the next page, make brief notes regarding why you made each of the choices you made.
Then check the answer key to compare your ideas to what HR professionals say.
(collaboration Basic level, problem solving Basic level, writing Basic level) 
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NOTES 
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2. Seeing is Believing

Collaboration – The Back Up Team

No matter where you look, the Internet is changing the world. And while not all these changes are 
good, empowering the creativity of individuals and small teams is one of the great benefits the 
Internet offers. Renny Whip is the Canadian inventor who created a wireless backup camera. A life-
long Canadian tinkerer and inventor, Renny harnessed the power of the Internet to identify and build a 
virtual team that created what he calls the Hindsight backup camera. Working geographically 
separate but connected, they collaborate using design software and 3D printing tools to develop a 
refined, working product that only a major corporation could have created 10 or 20 years ago. 
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1. What two ways did the internet help Renny collaborate with their team?
(collaboration Intermediate level, reading Basic level)

Digital technology and the internet have made working as part of a virtual team possible, but it is not 
without challenges. One thing teams with members who are working in distant cities need to be 
considerate of is time zones, when booking online or telephone meetings. The table below shows the 
time zones in Canada and the time in each, relative to the other time zones.  

St. Johns 
(Newfoundland 

Time) 

3:30 pm 

Halifax  
(Atlantic Time) 

3:00 pm 

Toronto  
(Eastern Time) 

2:00 pm 

Regina 
(Central Time) 

1:00 pm 

Calgary 
(Mountain 

Time) 

noon 

Vancouver 
(Pacific Time) 

11:00 am 

2. For each of the situations below, choose the time and the time zone you think would best
allow the team to collaborate. 
(collaboration Basic level, scheduling, budgeting & accounting Basic level) 

Situation: A company head office is in Calgary, but the team also has members in Halifax and
Toronto. The offices are open from 9 am to 5 pm. For the Calgary team, it is important that
the 2-hour Monday meetings start no later than 1 pm Calgary time.  What is the best time
for the meeting?

a) 1:00 pm   Calgary
b) 8:00 am   Calgary
c) 2:30 pm   Toronto
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Situation: The Halifax team members need to schedule a weekly 1-hour meeting with the 
Vancouver members. Usual office hours in both cities are 9 am to 5 pm. What is the best 
time to schedule the meeting to cause the least inconvenience? 

a) 1 pm   Halifax
b) Noon   Vancouver
c) 10 am Halifax
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3. Team North

collaboration – Working Together 

In 2013, a not-for-profit organization named Growing North was created to empower Inuit 
individuals by reducing food prices and offering education. By 2016, it had directly impacted over 
350 individuals by implementing a co-op with the local high school to help students graduate, setting 
up a women's collective, and by constructing a 42' Geodesic Greenhouse with hydroponic towers in, 
Naujaat, Nunavut. 

The project was the brainchild of the co-founders Ben Canning and Stefany Nieto, two Ryerson 
University students who came up with the idea when they heard about the extreme levels of food 
insecurity in Nunavut. They worked with Enactus, an international organization that connects 
students, professors, and business experts to use entrepreneurial action to raise living standards. 
The Growing North greenhouse was built with the help of local volunteers; 6-8 youth helpers who 
came every day. More volunteers showed up to plant the first seeds. Growing North is now Green Iglu 
and it continues to raise awareness on food insecurity in Northern Canada and build capacity within 
the Naujaat community to grow their own produce. A majority of the community can now grow their 
own produce in the greenhouse year round and buy fresh food at a fraction of the price of imported 
food. 

Local employees help design the project and carry out the daily tasks to sustain and distribute the 
produce.  

Learn more here  
https://www.cbc.ca/television/higharctichaulers/igloo-shaped-greenhouses-are-growing-nutritious-affordable-
food-in-canada-s-north-1.5365796 
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1. Using information from the article, write in Column 1 two (2) examples of the ways in which
people collaborate with partners or teams, and two (2) examples of how they work as
leaders.
(collaboration Intermediate level, reading Basic level, creativity & innovation Basic level, writing
Basic level)

Column 1: From the article Column 2: My ideas 

Examples of 
people working 
with a partner or 
as part of a 
team 

Examples of 
people working 
as leaders 
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2. Now, using your own ideas from school or community projects that you have worked on, add
in Column 2, one example for each category of another way in which you think people might
work together in the Green Iglu project.
(collaboration Intermediate level, reading Basic level, creativity & innovation Basic level, writing
Basic level)

3. Large projects like Growing North, which was where the Green Iglu started, need the
participation of many partners to succeed. Using the information in the article, list at least
three (3) Growing North partners and what you think they have contributed or are expected
to contribute, in the future. Remember, partners can be individuals, groups of people or
organizations.
(collaboration Intermediate level, reading Basic level)

PARTNER CONTRIBUTION 
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4. Positively Together

collaboration – Let me count the ways 

There are lots of ways we collaborate with others, whether at a job or in our daily lives. In this 
Workout, you will think first about things you do and how you work with others as part of an activity. 
Then you will review information and answer questions regarding the different ways workers in three 
occupations work with others and finally you will do some research into how workers, in an occupation 
you choose from a list, work together. 
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1. Below are descriptions of ways in which individuals collaborate in 3 different activities. They
are activities you might do at school, as a hobby, or as a volunteer commitment. Review the
descriptions and choose one that you do. In the space below, describe how you do that
activity - working alone, with a partner or on a team. Also describe any way(s) in which you
take a leadership or supervisory role. (If you do not participate in any of the activities
described, choose one that is similar to something you do, as a guide.)
(collaboration Basic & Intermediate levels, reading Basic level)

Athletes like runners work 
independently when they 
train in the gym or run long 
distances alone.  They work 
with a partner when they 
train with a running buddy or 
participate with the coach 
to review their performance 
on video. Many runners 
compete as part of a school 
or organizational team. They 
participate in leadership 
activities such as making 
suggestions on improving 
training schedules, leading 
race team warm-ups, and 
orienting new runners. 

Members of environmental 
groups work independently 
when they conduct online 
research to follow current 
events and scientific 
developments related to their 
cause. They work with a partner 
when they canvass door to 
door or at shopping centres to 
raise funds for their group. 
They work as part of a team 
when they plan information 
fairs.  They participate in 
leadership activities when they 
make presentations to larger 
regional or national groups on 
behalf of their own 
organization.  

Student filmmakers may first 
work independently to develop 
a script idea and later partner 
with another person to write 
the script.  They may cast 
actors for the film alone or 
work with a partner who can 
provide a second opinion. They 
work as part of a team to 
ensure the film gets made. 
They participate in leadership 
activities when they act as 
the film’s director, ensuring 
everyone is following their 
instructions to achieve the 
vision they want to convey.  
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2. The following examples illustrate how 3 different occupations demand different levels of skill
in collaboration.  Read the examples and then answers the questions for each.
(collaboration Basic & Intermediate levels, reading Basic level)

Machinists work 
independently to interpret, 
plan and produce or repair 
parts. They work with other 
machinists to carry out new or 
complex tasks or to solve 
problems. In larger 
organizations, they work with 
engineering staff to ensure 
documentation is complete 
and accurate, and with other 
trades people, such as 
electricians or welders, to 
repair or maintain equipment. 
They participate in leadership 
activities such as making 
suggestions on improving work 
processes and orienting new 
employees. 

Trappers and hunters mostly 
work alone. Some work with a 
partner. Because of the danger 
of travelling in dense 
woodlands, many hunters and 
trappers share their work 
schedule with hunters and 
trappers in adjoining areas so 
that assistance is available if 
they do not reappear at the 
appointed times.  They 
participate in leadership 
activities such as mentoring 
new trappers and passing on 
traditional ways of working. 

Bakers work independently to 
prepare, bake, assemble and 
decorate baked goods. They 
coordinate and integrate 
tasks with other bakers in 
order to share resources such 
as ovens and workspaces.  
They participate in leadership 
activities such as formal 
discussions about work 
processes and demonstrating 
to other workers how tasks 
are performed. 

QUESTIONS 
Your supervisor has requested 
a report on exceptional repairs 
completed across the 
company during the past 3 
months: repairs other than 
general maintenance. What 
should you do to prepare for 
the meeting? 

a) Summarize all scheduled
repairs that took place
during the past year

b) Identify whose fault each
of the repairs were

You and one other trapper are 
planning to repair a trap line. 
The east end was new last year 
but the west end of the line is 
now three years old. The 
weather forecast is for a 
snowstorm, so you need to get 
as much done in the shortest 
time possible. What is the best 
way to work?  

a) One of you starts at the
east end and the other at
the west end.

You are team leader on a 
baking competition to raise 
funds for a local non-profit. 
During the final round the 
judges will award the most 
points based on the 
appearance of the final cake.  
Who of your team members 
should you assign to create 
the design? 
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c) Summarize the past three
months of repairs and
confirm with each
department if they were
planned or exceptional

b) Both of you start at the
part of the line you are
most familiar with

c) Both of you start in
different places on the
west end.

a) Ahmed, who is a first-time
competitor but has won
several awards for design

b) Amy, who is a flavour expert

c) Corrine, who has been in the
most competitions

3. 
Select one of the occupations from the list below and conduct your own online research into 
how workers in that job collaborate. Provide at least one example of how they work: 

• alone or independently
• with a partner or on a team

Be sure to include web references for your sources. 
(collaboration Basic & Intermediate levels, digital Intermediate level) 

Aircraft Mechanic 

Alone/Independently: 

With a partner/on a team: 

Landscaper 

Alone/Independently: 
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With a partner/on a team: 

Mining Mechanic 

Alone/Independently: 

With a partner/on a team: 
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1. TEAMWORK
Employers value employees who collaborate well in 
teams. There is a very good chance you will frequently 
be part of a team when you are working. The tips below 
will help you to be an effective team member.  

TEAMS – AN ESSENTIAL PART OF LIFE AND WORK 

There is more to being part of a team than just showing up; we also need to contribute in ways 
that help the team achieve its goals. Effective team members who make useful contributions 
display some common behaviors. 

Effective team members are: 

Committed 

They show up prepared and on time. 

Adaptable 

Teams are often faced with changes 
to their original plans. Effective team members work hard to adapt to the change and encourage 
other team members to do the same. 

Confident Communicators 

They express their ideas clearly and ask relevant questions about changes or progress. They 
focus on the team’s goal(s) and keep the communication non-judgmental and positive. They 
don’t play the “blame game”. 

Reliable and Responsible 

They complete tasks they are given and participate in team meetings, discussions, and 
decisions. 

Active Listeners 

They listen respectfully to the opinions and ideas of all team members and ask questions to 
clarify and confirm understanding of those opinions and ideas. 

49
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0. Matching Tasks and Skills
Use the answers below to check your work.

Suggested responses are below. You may have thought of more/other 
Skills for Success for getting the job done. 

Task SkillsUsed 

Find information online to complete the set-up of a new iPhone RE, DS, PS 

Apply online for a learner’s license RE, WR, PS 

Book concert tickets online DS, RE, PS 

Help plan a fundraiser for your sports team NU, PS, COM, 
COL, CI 

 Make a plan to pay for the boots you want when they are more expensive 
than expected. PS, NU, RE 

 Find an alternate way to travel when you can’t use the car to go skiing. COM, COL, 
CI 

Text your coach to say you will be late for practice, why, and how you will 
catch up on what you miss 

DS, WR, PS, 
COL 

Arrive at work early to learn the new customer payment system, from 
your boss 

NU, COL, 
COM 

Use an online transit schedule to get to your new job on time PS, NU, DS 
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1. Fitting In

Use the answers below to check your work. 

1. Below is a list of attitudes, behaviours and characteristics that contribute to workplace
culture.
Put a  beside those you think are valued in all workplaces.
Put an X beside those that you think might only be valued in certain workplaces or not valued
at all.
(collaboration Basic level, problem solving Basic level)

Answers may vary. 

1  Working the expected start and end times 

2  or x Following the dress code 

3  Working safely 

4  Completing work on schedule 

5  Showing up on time 

6  or x Wearing headphones 

7 x Complaining 

2. On the next page, make brief notes regarding why you made each of the choices you made.
Then check the answer key to compare your ideas to what HR professionals say. 
(collaboration Basic level, problem solving Basic level, writing Basic level)



col 
56 

From the classroom to the workplace, Skills for Success matter! 

Answers will vary 

1. Yes. It’s important to know what the work start and end times are in every
occupation. Some jobs may be strict 9-5 while others may be flexible where getting
the work done by a certain time is more important than the specific hours the work
gets done.  It’s important to know what the norm is in your job, so people don’t
assume you’re a slacker when you actually spent all night preparing for a meeting.

2. Yes and no.  Sometimes employers don’t care but sometimes they do. Ask if there’s
a policy in place. Even if there isn’t, look around and see what others who are
successful in their jobs are wearing as there might be an informal or “unspoken”
policy.

3. Definitely yes. No matter what job you’re in, it is always important to work safely.
Not sure about what you need to do? Ask for help.

4. Yes. This is always important, but even more so when you are working with others. If
your work is late, it throws not only your schedule off but also theirs. If it looks like
you are going to need more time, ask your boss as soon as possible and inform your
colleagues so they can adjust their schedules too.

5. Yes. Being late is rude and conveys the message that you think your time is more
important than that of the people you are meeting.

6. Yes and no. Sometimes employers don’t care but sometimes they do. Ask if there’s a
policy in place. With so many companies abandoning offices and working in shared
space, earphones can be a good way to tune out distractions and allow you to focus
on a specific task. But in situations where it’s important you hear things like
warnings, no earphones. Safety first!

7. No. Nobody wants to work with a whiner. Complaining might make you feel better, but
it doesn’t help change the situation (or the person) you are having a difficult time
with. While no workplace values complaining, many value “constructive feedback”.
(Also known as constructive criticism.)  Constructive feedback has 3 parts. You say
what is good, what needs improvement, and offer specific suggestions on how
improvements can be made.
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2. Seeing is Believing
Use the answers below to check your work. 

1. What two ways did the internet help Renny collaborate with their team? 
 (collaboration Intermediate level, reading Basic level) 

Using the internet helped Renny 
1. find and identify team members
2. keep them connected so they can work as a team

St. Johns 
(Newfoundland 

Time) 

3:30 pm 

Halifax  
(Atlantic Time) 

3:00 pm 

Toronto  
(Eastern Time) 

2:00 pm 

Regina 
(Central Time) 

1:00 pm 

Calgary 
(Mountain 

Time) 

noon 

Vancouver 
(Pacific Time) 

11:00 am 

2. 
For each of the situations below, choose the time and the time zone you think would best allow 
the team to collaborate. 
(collaboration Basic level, scheduling, budgeting & accounting Basic level) 

Situation: A company head office is in Calgary, but the team also has members in Halifax and 
Toronto. The offices are open from 9 am to 5 pm. For the Calgary team, it is important that 
the 2-hour Monday meetings start no later than 1 pm Calgary time.  What is the best time 
for the meeting? 

b) 8:00 am   Calgary

Situation: The Halifax team members need to schedule a weekly 1-hour meeting with the 
Vancouver members. Usual office hours in both cities are 9 am to 5 pm. What is the best time 
to schedule the meeting to cause the least inconvenience? 

c) 1 pm   Halifax
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3. Team North
Use the answers below to check your work. 

1. Using information from the article, write in Column 1 two (2) examples of the ways in which
people work with partners or teams, and two (2) examples of how they work as leaders.
(collaboration Intermediate level, reading Basic level, creativity & innovation Basic level, writing Basic
level)

Column 1: From the article Column 2: My ideas 

Examples of 
people working 
with a partner or 
as part of a team 

Local volunteers working 
together to help build the 
greenhouse 

The high school and the 
project team creating a co-
op 

Forming a partnership with 
Enactus 

Answers will vary. 

Examples of 
people working 
as leaders 

Ben Canning and Stefany 
Nieto co-founding the 
project 

Getting the funding to 
construct the greenhouse 

Training local people to be 
able to operate the 
greenhouse 

59
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2. Now, using your own ideas from school or community projects that you have worked on, in
Column 2, write one (1) example for each category of another way in which you think people
might work together in the project.
(collaboration Intermediate level, reading Basic level, creativity & innovation Basic level, writing Basic
level)

3. Large projects like Growing North, which was where Green Iglu started, need the participation
of many partners to succeed. Using the information in the article, list at least three (3)
Growing North partners and what you think they have contributed or are expected to
contribute, in the future. Remember, partners can be individuals, groups of people or
organizations.
(collaboration Intermediate level, reading Basic level)

PARTNER CONTRIBUTION 

Volunteers Plant greenhouse garden 

Build greenhouse 

Ryerson Students Come up with idea 

Train local workers 

Local workers Work to keep greenhouse going 

Local high school Supported program; perhaps through 
providing space 

Enactus Supported development of idea 

Donors Provide money and in-kind contributions 

Government Possible source of future funding 

Any 3 of the above. 
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4. Positively Together
Use the answers below to check your work. 

1. Below are descriptions of ways in which individuals collaborate in 3 different activities. They are
activities you might do at school, as a hobby, or as a volunteer commitment. Review the descriptions
and choose one that you do. In the space below, describe how you do that activity - working alone,
with a partner or on a team. Also describe any way(s) in which you take a leadership or supervisory
role. (If you do not participate in any of the activities described, choose one that is similar to
something you do, as a guide.)
(collaboration Basic & Intermediate levels, reading Basic level)

Some possible answers
As a player on my soccer team, I work with a partner to practice drills
and I work as a member of a team when we have a game. I work as a
leader when new players join the team and I show them around.

As a performer in the school musical, I work alone to practice my dance
steps, work as a member of a team when we rehearse group numbers,
and when we sell tickets to the show.

As a Reading Buddy, I work alone when I select the books I think the
kindergarten class will enjoy hearing, I work as a member of a team
when I coordinate with the other Buddies, and I am involved in
supervisory activities when I tell stories and help the little kids learn to
read.
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2. The following examples illustrate how 3 different occupations demand different levels of skill in
collaboration.  Read the examples and then answers the questions for each.
(collaboration Basic & Intermediate levels, reading Basic level)

Your supervisor has requested 
a report on exceptional repairs 
completed across the 
company during the past 3 
months: repairs other than 
general maintenance. What 
should you do to prepare for 
the meeting? 

c) Summarize the past
three months of
repairs and confirm
with each department
if they were planned or
exceptional

You and one other trapper are 
planning to repair a trap line. 
The east end was new last year 
but the west end of the line is 
now three years old. The 
weather forecast is for a 
snowstorm, so you need to get 
as much done in the shortest 
time possible. What is the best 
way to work?  

b) Both of you start at
the part of the line you
are most familiar with

You are team leader on a 
baking competition to raise 
funds for a local non-profit. 
During the final round the 
judges will award the most 
points based on the 
appearance of the final cake.  
Who of your team members 
should you assign to create 
the design? 

a) Ahmed, who is a first-time
competitor but has won
several awards for design

3. Select one of the occupations from the list below and conduct your own online research into how
workers in that job work with others. Provide at least one example of how they work:

• alone or independently
• with a partner or on a team

some possible answers are below 
(collaboration Basic & Intermediate levels, digital Intermediate level) 

Aircraft Mechanic 

Alone/Independently: 
• Reviews maintenance reports to learn about work performed

previously on aircraft they are to service
• Examines aircraft frames and parts for defects
• Diagnoses mechanical or electrical problems
• Measures parts for wear, using precision instruments
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With a partner/on a team: 
• coordinate job tasks with parts' clerks, avionics, propulsion and

instruments technicians, schedulers, dispatchers and other
aircraft mechanics and aircraft inspectors

Landscaper 

Alone/Independently: 
• inspect and treat lawns, plants, golf courses, trees and shrubs
• may prepare drawings, and develop specifications, cost estimates

and schedules

With a partner/on a team: 
• coordinate and integrate job tasks with teams of landscape

architects, architects, surveyors, urban planners and structural,
mechanical, electrical, and civil engineers and engineering
technologists

Mining Mechanic 

Alone/Independently: 
• Work independently, following instructions on work orders

With a partner/on a team: 
• May work as part of a service team
• May work with partners to diagnose a problem and plan the

repair
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1. writing
SKILL TESTING QUESTIONS

Try the 11 questions below then check the 
answer key to see how well you did.

1. You need to write an email to your supervisor to let her know you would like to take next 
Friday and Monday off work. What do you write in the subject line of your email? 

a) Request from Jason for 2 days off
b) Won’t be at work next Friday or Monday, Jason
c) Skiing for a couple of days

2. 

Your family is taking a one-week vacation to Hawaii in July. You work Saturdays at Fast 
Burger. What do you write in your note in the vacation log, to your supervisor? 

a) Date of vacation and reason for days off
b) Where you are going and departure day.
c) Dates that you are not able to work in July
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3. 
When workplace equipment is broken, a tag-out card is completed. The top part is 
attached to the equipment; the bottom goes to a supervisor. The rung locks on an 
extension ladder are not working and the anti-slip rung cover material is worn off on 
several rungs. What will you write on the tag as the reason(s) for the tag-out? 

a) Do not use. Tagged Out.
b) Danger. Locks broken
c) Rung locks broken. Rung covers missing.

4. Mrs. Johnston sends you a text to ask if you can walk her dog. You can help her out when 
you are finished soccer practice. What is your reply? 

a) After soccer?
b) Sure! After soccer practice.
c) I have soccer practice.

5. 
You had an interview for a summer job. You are writing a thank-you email. You were 
interviewed by the human resources advisor John Byers and the store manager whose 
last name was Miller. You do not remember her first name. How will you address the HR 
advisor and store manager in your email? 

a) Dear Mr. Byers and Ms. Miller
b) Dear John Byers and Ms. Miller
c) To Whom it May Concern
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6. You’ve been asked to write a notice with details about the upcoming Recycle Old into New 
Fashions competition. What information should be included in the notice? 

a) Date and time, place, and purpose of competition
b) Date and purpose of competition
c) Date, time, and purpose of competition

7. 
The schedule for servers on April 9th is changing because a server is sick. You have been 
asked to write a memo to inform the servers, and to post it on the notice board. What will 
you write? 

a) ATTENTION SERVERS: April 9th Shift Change Notification
b) ATTENTION STAFF: Weekend Shift Change Notification
c) ATTENTION SERVERS: Weekend Shift Change Notification

8. You are writing a resume for a summer job. In which section will you write about your
computer course?

a) Special training
b) References
c) Work experience

9. You are writing a report for the Phys. Ed. Teacher to let her know your concerns over 
damaged gymnastics equipment. What information needs to be included in the report? 

a) Item list of broken equipment
b) Repair details including safety concerns
c) Both of the above
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10. 
You used the instructions below to build a birdhouse from a gourd. Yours ended up 
without a top to hang it from because you cut it off to clean the seeds out; the paint and 
sealing materials were a mess because you drilled the entrance after you painted and 
sealed. You have offered to revise the order of the instructions. In what order will you 
rewrite the instructions, so the next class has success building the birdhouse? 

a) 4/1/2/3
b) 2/3/1/4
c) 4/3/1/2

11. You are writing a report on your recent experience with job shadowing. What information 
should you include in the report? 

a) Your opinion of your experiences on that job
b) Summary of what is required for the job
c) Both of the above
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2. writing

SKILL TESTING QUESTIONS

ANSWER KEY
How did you do on the 11 questions?

1. You need to write an email to your supervisor to let her know you would like to take next 
Friday and Monday off work. What do you write in the subject line of your email? 

a) Request from Jason for 2 days off

writing Basic level 

2. Your family is taking a one-week vacation to Hawaii in July. You work Saturdays at Fast 
Burger. What do you write in your note in the vacation log, to your supervisor? 

a) Date of vacation and reason for days off

 writing Basic level 

3. 
When workplace equipment is broken, a tag-out card is completed. The top part is attached 
to the equipment; the bottom goes to a supervisor. The rung locks on an extension ladder 
are not working and the anti-slip rung cover material is worn off on several rungs. What will 
you write on the tag as the reason(s) for the tag-out? 

c) Rung locks broken. Rung covers missing.

writing Basic level 

4. Mrs. Johnston sends you a text to ask if you can walk her dog. You can help her out when 
you are finished soccer practice. What is your reply? 

b) Sure! After I’m done soccer practice.

writing Basic level 
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5. 
You had an interview for a summer job. You are writing a thank-you email. You were 
interviewed by the human resources advisor John Byers and the store manager whose last 
name was Miller. You do not remember her first name. How will you address the HR advisor 
and store manager in your email? 

a) Dear Mr. Byers and Ms. Miller

 writing Basic level 

6. 
You’ve been asked to write a notice with details about the upcoming Recycle Old into New 
Fashions competition. What information should be included in the notice? 

a) Date and time, place, and purpose of competition

writing Basic level 

7. 
The schedule for servers on April 9th is changing because a server is sick. You have been 
asked to write a memo to inform the servers, and to post it on the notice board. What will 
you write? 

a) ATTENTION SERVERS: April 9th Shift Change Notification

writing Basic level 

8. You are writing a resume for a summer job. In which section will you write about your 
computer course? 

a) Special training

 Writing Basic level 

9. You are writing a report for the Phys. Ed. Teacher to let her know your concerns over 
damaged gymnastics equipment. What information needs to be included in the report? 

b) Repair details including safety concerns

 Writing Intermediate level 
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10. 
You used the instructions below to build a birdhouse from a gourd. Yours ended up 
without a top to hang it from because you cut it off to clean the seeds out; the 
paint and sealing materials were a mess because you drilled the entrance after you 
painted and sealed. You have offered to revise the order of the instructions. In what 
order will you rewrite the instructions, so the next class has success building the 
birdhouse? 

a) 4/1/2/3

 writing Basic level 

11. 
You are writing a report on your recent experience with job shadowing. What 
information should you include in the report? 

c) Both of the above

Writing Intermediate level 

How did you do? 

Enter the number of answers you got correct: ________/11 

9-11 correct: Good work! You’ve mastered the fundamentals and your skills might be quite
quickly increased with practice.

5-8 correct: Keep at it! Your skills need to be improved, but some of the fundamentals are in
place. It might be possible to improve reasonably quickly.

<5 correct: Your skills definitely need practice. 
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