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How to Use this Manual

There are five chapters in this portion of the manual. Within each chapter,
there are a number of learning activities related to each specific topic. Each
chapter has an overview which provides general information on each of the
topics.

All learning activities focus on the Essential Skills: Oral
Communication and Thinking Skills, Levels 1 and 2.

The manual also has some learning activities that list computer skills and
writing as skills that could be used in doing the activities. These are included

so that you, the tutor are able to extend

at a level where they can read and write and/or use the computer, then just
do the basic version of the learning activity.

This manual was developed so that adults will have an increased chance to
achieve their employment goals by working through the various learning
activities.

Chapters 1 and 2 focus primarily on Oral
Communication. Chapters 3 and 4 focus on
Thinking Skills. Chapter 5 focuses on both
Oral Communication and Thinking Skills.

Within each chapter, there are a number of learning activities that will help
your students learn about different aspects of improving their chances at
getting a job or keeping a job. The following page outlines how the learning
activities are designed in this manual.

Please note, for the sake of simplicity, we chose to use the pronoun

itheyo rather than switching to both ge
manual . Therefore, the term Astudentseo
which is the more likely tutoring situation - or to a small group.

you

nder s

may

re



Structure of Learning Activities

Skill The skill this learning activity focuses on strengthening
or developing in your student.

Jobs that Specific and general jobs that your student would use

Require this this skill for.

Skill

Materials Items required to carry out the activity including

Required handouts, paper, etc.

Essential Skill Oral Communication or Thinking Skills.

Other Essential This shows the other essential skills this activity covers.

Skills

LBS Outcomes This shows the Literacy and Basic Skills Learning

Covered Outcomes the activity covers for easy cross -referencing.

Trainer/Leader Instructions and Background Information Needed

Provides a brief overview of the activity and some background information
on what is being taught for the tutor or facilitator of the activity.

Time Needed - Estimated time the activity will take.
Activity - A step -by-step process on how to lead the activity.
Expected Results - Various results and learning that will have taken place

for your students.
Demonstration - ideas for this activity

Each learning activity is designed so that you can use it with your student as
a stand alone activity. The learning activities within each chapter should be
done in order as each skill builds on the previous skill. If you choose to pick
and choose individual skills that your student needs to work on, it might be
helpful for your student if you review the previous learning activities in any
given chapter.



Overview of Types of Activities
Included in Each Chapter

The chart below will provide you with the types of activities included in each
chapter so if you wish to focus on a particular type of activity, you can refer
to the activity within the specific chapter.

Q&A |Role |Quiz |Computer Create Comple |Create Tally Scenar |Rank -
* Play Template or a List te a a Log/ Sheet ios ing
Computer or Senten |Chart
Search Story ce
1A | 1D 1B 1B 1C 1D 1E 2B 1E 3B
1D 1E 2A 4B 2A 4C 2B 3A 2C 3C
1E | 4C 2B 4D 3C 3A 4C 5C
2A 3A 4F 3C 4E
2B 3B S5A 5A
4A 5B
4B
4D
5A
* Pl ease note that AQ & A0 i s Question

and
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Networking Basics




Chapter 1

Networking Basics

AWord of moutho is the reply given when | earn
they landed a job. Because of this, networking is a key skill to develop and

improve. Networking is the active and systematic
process of meeting people and/or exchanging
information to get things done better. This means
making contacts, collecting information, asking
guestions, and presenting yourself to others in order to
be helpful to you both.

Networking is an invaluable tool that anyone can use,

including your students. Networking occurs when there

is a planned event or gathering with the primary goal

of connecting with others. Effective networking can be

the studentsd best form of m
well as being extremely affordable. The purpose of

networking for your students can vary based on their

goal, yet the primary focus is to meet people, and have

people meet them. In other words, students have the opportunity to market
themselves in a relaxed, social situation. This often proves to be a
comfortable situation for all involved. The secondary
goal of networking is to possibly get a job from the
people that your students met.

Developing a
Networking Strategy

A networking strategy is not like doing brain surgery
but it does require some thought and planning. By planning at the
beginning, your students will save time at the end. To begin, have your
students strengthen their networking skills by meeting the right people and
asking the right questions.

The points listed on the next page are a script for how your students can

have a successful networking strategy. It is also meant to provide them

with possible ideas about what to say in a networking session with another
person. In the following chapter, you and your students will have a chance

to try out activities that will help them - and you - learn all of these skills.
Have fun.

10



Before beginning, have your students determine their goal I whatis it

that they want to do? In other words, what kind of job do they want?
e Have them then introduce themselves when they attend a function i
Al am é. . 0O
e Have your students find out if the person they are talking to is a decision
maker - can that person hire them or tell the right person about them?

e Have your students end the conversation without being rude inlt has

been a pleasure to me~* ¢~ g "~
e Finally, have your students follow up i je 5

L™
within one week of the meeting T
iHello é., this is &, /

Y

In conclusion, this chapter
focuses on:

e Finding the job that you want
e Introducing yourself

e Making sure that you are talking to the [
right person

e How to have effective conversation skills
e Follow up after a meeting

11



He Shoots, He Scorese (1A)

Skill Find the job that you want

Jobs that All positions including jobs in Hospitality, Reception,

Require this Sales, etc. For more information on different jobs, go to

Skill the essential skills website at: http://srv600.hrdc -
drhc.gc.ca

Materials Pen or per\cil

Required Handouts:

e What do | Want to Do?

Essential Skill Oral Communication

Other e Thinking Skills (i.e. Decision making, Problem
solving, Critical thinking, Significant use of
memory, Finding information)

e Computer Use

Essential Skills

LBS Outcomes e Speak and Listen Effectively
Covered

Trainer/Leader Instructions and Background Information Needed

Networking is the active and systematic process of meeting people and/or
exchanging information to get things done more efficiently. This means
having your student make contacts, collect information, ask questions, and
present themselves to others in order to mutually benefit them both.

Through networking, resources are located, jobs are negotiated, resources
are shared, and meetings can take place to move each person forward. Itis
the art of making friends when you
When students meet people they are already starting a network. The keys
to networking are:

¢ Meet many people and meet those from backgrounds different from you.

12
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e When you meet someone, tell them what you
do. Thisis low -cost advertising for you.

dc

e Introduce yourself. Dondot wait to be introc

e Network but make an appointment later to discuss business.

e Do favours for people and you will be able to ask for favours from them
in return.

e Follow up with a phone call to recap what you chatted about earlier.

Before your students begin networking, they
with the end in mindod is what Stephen Covey
success as an individual. What this means is that your students need to

think about what kind of job they want to have. This means having your

students make a list of things that they would like to do. After they have

done that, then your students can begin to put their networking strategy in

place. For more information on developing a networking strategy, see the

chapter overview directly preceding this learning activity.

Time Needed - 45 minutes + additional 45 minutes for computer search
Activity

e Using handout AWhat dsseleamnngnt to Do?0 (
Activity 1A) help the students complete the sheet.
You may have to help the students write things down.
If that is too difficult for them, you may ask them the
guestion and write the answers for them.

e As atutor, provide ideas about things you like to do.

For example, Al I|i ke fl owers so | might |
gardener or | andscaper. o Oor, Al like to p
mi ght | ike to work in a sports store.o Al
mi ght | ike to be a hostess in a restaurant.

e After working through this sheet with the students,
help the students prepare a sentence about themselves that will include

an answer to the question AWhat do you do?b0
be doing?o Again, you may need to write thi

students. Another way for your students to explore job opportunities
would be to have them do a computer search on career opportunities and
exploring training opportunities. One website is http://www.jobsetc.ca
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