
UNIT 3 

Employability Skills 

 
1. Employability skills are those personal skills, behaviors and attitudes seen as 

essential for success both personally and in the work world.  

 

2. Your skills are the abilities that you may already have!!   

 

a. If you are "skilled" in a certain area, you are able to perform that activity 

well or be competent in that area. 

b. The term "employability skills" comes from the Conference Board of 

Canada. It refers to the set of skills that employers need their employees to 

have to function in the Canadian workforce. 

 

3. What are Employers looking for?  I have attached a copy as well as they can be 

found at 

What Are Employability Skills? Definition and Examples 

(thebalancecareers.com) 

 

4. These skills have been categorized into three main areas: 

 

a. Fundamental Skills  

 skills that are needed as a base for further development. They include the 

ability to communicate, to manage information, to use numbers and think 

and solve problems. 

b. Personal Management Skills  

 include attitudes and behaviours that drive your potential for growth. This 

includes your ability to be responsible, to be adaptable, to learn 

continuously and to work safely. 

c. Teamwork Skills  

 needed to contribute productively to the workforce. This includes working 

with others and participating in projects and tasks. 

 

Work Place Etiquette 
 

How you present yourself to others in the business world speaks volumes. People 

often form first impressions about others within seconds of first meeting them 

therefore it is crucial to ensure you are properly prepared to present yourself as a 

professional.   

 

 

 

 

 

https://www.thebalancecareers.com/employability-skills-list-and-examples-4143571
https://www.thebalancecareers.com/employability-skills-list-and-examples-4143571


 
EMPLOYABILITY SKILLS  and WORKPLACE ETIQUETTE ASSIGNMENT  

 

Name: _____________________(10 marks) 

 

You need to review the attached Employability Skills Chart and provide the following: 

 Identify ONE SKILL (NOT HEADING) from each topic. 

 Provide an specific example that YOU DO that demonstrates that skill. 

 

1. What skill do you do from FUNDAMENTAL: (no headings) 

_____________________________________________________________________

_______________________________________________________________ 

2. What is your example of how you use that skill-be specific. 

_____________________________________________________________________

_______________________________________________________________ 

3. What skill do you do from PERSONAL MANAGEMENT: (no headings) 

_____________________________________________________________________

_______________________________________________________________ 

4. What is your example of how you use that skill-be specific. 

_____________________________________________________________________

_______________________________________________________________ 

5. What skill do you do from TEAMWORK: (no headings) 

_____________________________________________________________________

_______________________________________________________________ 

6. What is your example of how you use that skill-be specific. 

_____________________________________________________________________

_______________________________________________________________ 

7. Explain why it is important to not use a cell phone at the work place? 

_____________________________________________________________________

_______________________________________________________________ 

8. What are some things you can do to be proactive in the workplace? 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

9. Why is working as a team important? 

_____________________________________________________________________

_______________________________________________________________ 

10. Why is it important to familiarize yourself with the company rules and regulations? 

_____________________________________________________________________

_____________________________________________________________________

____________________________________________________________ 

 

 
 

 
 

 
 

 

 



 



 

WORK PLACE ETIQUETTE  
Responsibility 

 Be punctual and dependable. If you are going to be late or absent call your supervisor.  

 Listen carefully, follow instructions and ask questions when you are unsure of what to do.  

 Follow through and complete all tasks as assigned. 

 Take initiative. Watch carefully to see what needs to be done and be ready to step in and help as required.  

 Demonstrate a positive work ethic. Approach all assigned tasks with energy and enthusiasm.  

 Assess any workplace situation and consider your response carefully. 

 Respect the confidentiality of your employer and fellow employees. Don't gossip.  

 Dress appropriately for the workplace. Be clean and modest in your attire.  

 Observe company rules and regulations. Review any questions with your supervisor. 

 Be personally responsible for the quality of your work and personal interactions.  

Respect 

 Be courteous and respectful to all (customers, clients, co-workers, supervisors). 

 Limit personal calls or text messages to lunch or break times. 

 Remain unplugged while at work. Listening to music while at work may be considered disrespectful and impolite.  

     Most importantly, it is unsafe. 

 Think before you send an e-mail. Consider your wording and how your message will be received or  who else may 

    see it. A conversation may be more appropriate. 

 Be honest and ethical. Understand that taking company tools/supplies is considered theft.  

 Speak calmly and respectfully when stating a differing opinion. Raising your voice or insulting anot her person 

    does not lead to a positive solution. 

Teamwork 

 Be willing and able to work with others to complete tasks at hand.  

 Be open to the ideas of others and share your point of view respectfully.  

 Be tolerant and respectful of co-worker's experience and opinions. 

 Demonstrate willingness to participate in all tasks as assigned as part of a team.  

A Sample Workplace Cell Phone Policy 

 Employees should make personal cell phone calls during break or lunch times to the maximum extent possible. 

 Frequent or lengthy phone calls are not acceptable as they may adversely affect the employee's productivity and disturb others. 

 Personal cell phone use, even when permitted, must never include language that is obscene, discriminatory, offensive, prejudicial or defamatory 

in any way (such as jokes, slurs and/or inappropriate remarks regarding a person's race, ethnicity, sex, sexual orientation, religion, color, age or 

disability). 

 Employees should turn off ringers or change ringers to "mute" or "vibrate" during training, conferences and the like; when meeting with clients or 

serving customers; and if an employee shares a workspace with others. 

 The use of cameras on cell phones during work time is prohibited to protect the privacy of the employer as well as of fellow employees. 

 


