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Introduction to Ongoing Training Modules 
These modules will help you deliver training to experienced literacy tutors.  They 
provide the structure and materials for comprehensive ongoing training. They can be 
used by staff in individual literacy programs or by programs that combine to offer joint 
training.  For all programs they will ensure a high standard of training, use of best 
practices, and consistency with other programs.   
 
Tutors should have already completed introductory training to the standard described 
in the Trainer’s Manual which is included in Literacy Volunteer Resources.  We have 
assumed that the tutors will be familiar with the Handbook for Literacy Tutors which 
is written for tutors and provides reference information about working in adult literacy 
for both new and experienced tutors.   
 
Literacy Volunteer Resources and Handbook for Literacy Tutors can be obtained from 
Grassroots Press, P.O. Box 52192, Edmonton, Alberta, T6G 2T5.  More information 
can be found at their website: www.literacyservices.com.   
 
As a trainer, you can select information and training activities that are relevant to your 
needs and those of your tutors.  There is a menu of activities to choose from in each 
module.  The activities described in the modules will give tutors the information 
necessary to meet the outcomes of the training.  Like the Handbook for Literacy 
Tutors these modules can be put into a three-ring binder to which you can add your 
own training agenda, activities and notes.   
 
Take a few minutes to familiarize yourself with the structure and content of each 
module.  Suggestions are offered as a guide and are not intended to be prescriptive. 
 
We have used “you” or “the trainer” to refer to the person responsible for training 
literacy tutors.  We have referred to the learner as “he” and the employer as “she.”  
The genders were chosen randomly by a coin toss and are not intended to exclude 
anyone.  It has been a difficult task to clearly identify the many players in these 
modules.  Trainers are teaching tutors to teach learners.  Sometimes the trainers are 
role playing tutors while tutors are role playing learners.  We hope we have not 
confused you! 
 
Each module will use a variety of teaching methods to help tutors become more 
proficient at finding and adapting resources to meet their learners’ needs.  Tutors will 
also practise breaking work into manageable chunks and incorporating a variety of 
resources and strategies, including the development of demonstrations and the use of 
the computer to create and deliver materials that are relevant and help learners achieve 
their goals.  There will be a lot of emphasis on encouraging learners to work on their 
speaking, listening, self-management and self-direction skills. 
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Throughout the modules tutors will use their own learners’ personal circumstances to 
introduce literacy learning.  Tutors will begin by using materials that have already 
been selected for their suitability. Often, available resources contain information that is 
useful but the material is not presented in a way that is suitable for using with an adult 
literacy learner.  In these training sessions, tutors will improve their skills by adapting 
resources that contain useful information in order to make it meaningful for their 
learners.  Often this involves simplifying the information, shortening it and creating an 
activity out of it. Tutors will also create their own materials.  Resources will be 
evaluated and materials created during the training session will be published on this 
website and the tutors will be credited. 
 

The Modules 

Each module has the following types of activity:   
 
Icebreakers  – used with tutors (later, tutors may wish to adapt them to use with their 
learners) 
 
Brainstorming – elements relating to topics to be covered in this module 
 
Model Activities – activities that tutors can use with their learners, including scenarios 
and computer-based activities 
 
Research – guided discussions 

Internet sites  
- use key words to find new sites 
- access tried and tested sites 

 Books 
- become familiar with program’s own resources, categories, etc. 
- identify other borrowing sources including AlphaPlus Centre (in 

Ontario) and Public Libraries 
- recommend books for the program’s collection 

Videos 
- become familiar with program’s own resources 
- identify videos from other sources 
 

Evaluating Resources and Materials  – guided discussions 
- use examples to evaluate level and applicability 
- find own examples and sharing an evaluation with the group 
 

Adapting Resources 
- model adapting resources – best practices 
- find resources 
- adapt resources based on an evaluation of level and applicability 
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- develop activities based on the adapted resources  
- identify and listing outcomes that the learner will meet 

 
Using Resources 

- role-play based on resources that have been developed during 
training 

- evaluate tutoring activities 
 
Creating Lesson Plans 

- develop lesson plans, either in a group or individually, based on 
the materials that have been developed during the module 

 
Developing Demonstration Activities 

- develop demonstrations based on the topics covered in the module, 
either in a group or individually 

 

Learning Outcomes 

Learning outcomes can be found in Appendix A at the end of the module.  These are 
the key outcomes a learner should achieve.  Tutors and trainers can select from this 
list.  Tutors are encouraged to consider outcomes in many of the activities.  Only the 
most important outcomes are listed in the text.  Please refer to The Level Description 
Manual, published by Ontario Literacy Coalition (OLC), if you cannot find an 
appropriate outcome. 
 

Annotated Bibliography 

The titles of resources used in this module are credited in the text. On this website you 
will also find an annotated bibliography that has been created for each module.  Where 
possible, contact information or ordering information has been included. Modules 1 – 
3 share a bibliography because they all relate to job search.  If you are considering 
purchasing additional resources for your program you might want to consider the 
materials with an asterisk beside them in the bibliography. 
 

Templates 

On this website you will find Microsoft Word templates for developing agendas and 
session activities.  You may wish to create a template disk for each tutor.  During the 
training tutors will develop their own resources.  These can be collected in a binder for 
use in the program.  Also, they can be sent to OCCL for publication on the Internet 
with appropriate credits.   
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Your Resource Binder 

Create a resource binder for your program as you deliver training.  Include the 
handouts from the module, the activities that your tutors develop and relevant 
information that you have collected.  You will then have a comprehensive collection 
of materials that can be used by tutors working on these topics.  Make several copies 
of the binder; a reference copy and several that will be available for borrowing.  Add 
to the binder as new activities are developed.  Encourage tutors to give you materials 
as they develop them.  If your binder has information about all the steps related to job 
search it won't matter that you can't cover each step in training.  
 

Sharing Your Resources  

We would like to build on the resources offered in the modules by inviting you and 
your tutors to send us the resources you have developed during your training sessions.  
When sending us resources please take into account the following points: 
 
Preparing Resources for Publication  
• Use the templates provided for activities.  Include written directions and activity 

handouts.  
• List the outcomes a learner would meet when working on an activity. 
• If possible, include lesson plans. 
• Provide demonstrations. 
• Make sure that all materials are credited, including those developed by tutors, as we 

need to be able to credit authors.  
• Send the materials on a disk or CD to Ottawa-Carleton Coalition for Literacy, 107-

211 Bronson, Ottawa, Ontario, K1R 6H5 or as an email attachment to: 
abcline@occl.ca. 

 

Ongoing Training Modules on this Website 

Modules 1 to 3 are related to job search and are titled Hire Learning: Preparing for 
Job Search Success. 
 
Module 1 – Skills and Qualities 
• Know the skills and qualities employers look for.  
• Identify personal skills and qualities. 
• Match skills and qualities to suitable jobs. 
 
Module 2 – The Paperwork 
• Look for job opportunities. 
• Create personal ad, personal information sheet, résumé, cover letter. 
• Plan and organize job search. 

mailto:abcline@occl.ca
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Module 3 – Talking About Yourself 
• Create employer interest.  
• Prepare for a job interview. 
• Practise a job interview. 
• Convince an employer that you are the right person for a job. 
• Keep a job. 
 
The model activities in Modules 1 to 3 have been taken from Unlocking the Job 
Market , published by the Ottawa-Carleton Catholic School Board.  We are very 
grateful that they were willing to share these materials with us.  Unlocking the Job 
Market  is an interactive workshop for learners in Literacy and Basic Skills Program.  
It is designed as a package for instructors to use with their learners. However it would 
be equally useful to organizations out in the community who want to deliver job-
search workshops.  It contains instructions for trainers and a participant package.  It 
will be available in 2004 for download as a full-text document on NALD 
(http://www.nald.ca/fulltext/search). 
 

Introduction to Module 1 
This module is a component of Ongoing Training for Literacy Tutors.  Modules 1 to 3 
are related to job search and are titled Hire Learning: Preparing for Job Search 
Success.  They provide you, the trainer, with the information and materials needed to 
deliver workshops that will provide tutors with the tools they need to teach job search 
strategies. 
 
Module 1 – Skills and Qualities:   
• Know the skills and qualities employers look for.  
• Identify personal skills and qualities. 
• Match skills and qualities to suitable jobs. 
 
Many literacy learners have goals related to getting a job.  It can take a lot of time and 
hard work to collect resources for this topic.  Resources are not always at the 
appropriate level and learners often need a lot of support from their tutors.  Not only 
do learners need reading and writing skills, but also self-management and 
interpersonal skills.  These are all key components of effective job search and are 
incorporated into the activities in this module. 
 
The activities that are described in this module will provide tutors with strategies for 
teaching job search.  It will support them in their quest for resources and will increase 
their own knowledge of the topic so that they feel confident that they have the skills 
they need to be an effective tutor in this context.  Often, learners will already have 
experience of job search workshops offered in the community.  However, they may 

http://www.nald.ca/fulltext/search
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need to work on various aspects of job search at a slower pace and with additional 
support.  Tutors are not replacing skilled job search professionals but are providing 
tools for the learners to participate more actively in the process.  Tutors will not 
necessarily work through all the job search topics with a learner, but will concentrate 
on individual needs. 
 
As a trainer you might want to use materials from the other modules as well as the 
information covered in this module.  As the modules are all presented in the same 
way, you can ‘mix and match’ to create the training that you think will be most useful.   
 
A number of activities require tutors to have access to the Internet.  It is helpful if they 
can work together in pairs or small groups in class on these activities to allow those 
with little on-line experience to learn from more experienced computer users.  
Alternatively, computer-based activities can be set as homework if all the tutors have 
access to the Internet. 
 

Modelling 

From time to time you, the trainer, will model the role of a tutor, with the tutors assuming the 
role of learners.  These modelling activities are indicated by this red bordered paragraph style. 
Use these activities to inspire tutors to try a range of methods for presenting information to their 
learners. 

 
We have used symbols to help you identify information in this module. 
 

¤ Share this information with 
learners ® Role play  

F Tips for trainer L Research  

? Writing  # Cut out cards 

9 Recording and listening  4 Handout 

Brainstorming  ü Internet 
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Getting Ready to Deliver Ongoing Training 
As a trainer you will need to decide on the topics you wish to cover with your tutors 
and the length of the training.  Although time consuming, it is important to give tutors 
the opportunity to discuss and develop activities.  With this in mind, develop your 
agenda for the session or sessions.  It may be useful to refer to the Appendices in 
Literacy Volunteer Resources - Trainer’s Manual for general guidelines on planning 
and facilitating training. 
 
The activities in the Ongoing Training Modules have been developed for face-to-face 
training.  Dividing the training materials into several sessions will give tutors the 
opportunity to do some independent research and to adapt and create resources.  This 
will make the training a more rewarding experience.  The training sessions are an 
excellent way of rekindling enthusiasm.  They encourage tutors to share successful 
strategies and different types of activit ies.  The energy level should rise as tutors 
become engaged in the process.   
 

Opening the Session 
• Welcome tutors. 
• Introduce yourself and invite tutors to introduce themselves. 
• Briefly describe the workshop:  

o Tutors will learn how to teach topics relating to job search.   
o Duration and times of workshop. 
o During the course tutors will learn by: 
§ brainstorming and discussion 
§ modelling activities they could do with a learner 
§ researching resources 
§ listening to presentations 
§ listening to tapes and each other 
§ watching videos 
§ completing questionnaires 
§ reviewing case studies 

• Start the session by introducing the agenda. 
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1 First Impressions – Icebreaker 

Purpose 

• To show how we are influenced by first impressions 
 

Directions 

• Ask tutors to pair with someone they don’t know. 
• Before speaking to their partner, ask them to write half a dozen words or phrases 

to describe their first impressions of their partner.  
• Explain that they will NOT be asked to share these impressions with their partner 

or anyone else. 
• Ask them to consider the following points as they write down their answers: 

o grooming 
o body language 
o facial expression 
o posture 

• Ask the tutors to introduce themselves to their partners.  Talk for 5 minutes. 
• Ask them to write down their second impressions. 
• Discuss how this activity relates to job search. 
• The tutors should keep these impressions and write down further impressions of 

their partners at the end of the module.  
 
If you are using this activity make sure that you schedule time for this follow-up 
activity and if they want, allow tutors to share impressions. 
 
Module 3 deals with personal interactions, including non-verbal communication. 
 
Putting Your Best Self Forward by Dryden Literacy Association is a useful resource.  
It includes information about non-verbal communication, appearance, body language, 
body space, handshakes, posture, dress codes, making a good impression, knowing 
yourself, believing in yourself and appreciating who you are. 
 

Possible answers 

Relating this activity to job search 
 
Employers are very influenced by their first impressions of someone.  Interviews are 
not very long and there is no opportunity to correct a mistaken first impression.  
 
 

F

F
F
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2 Skills and Qualities – Model Activity 

Purpose 

• To think about the process your learner will be using to get ready to look for a job 
 

Materials 

• Scenario: Mark and Angela (p. 12), one for each tutor 
 

Directions 

Divide the tutors into small groups. Explain that you are going to model a case 
study/scenario approach that a tutor could use with a learner.  This approach would 
enable a learner to pick out the steps to choosing a job independently (or with a little 
prompting from the tutor). 
 
Now is a good opportunity to show the tutors how they might introduce this topic to 
their learners.  Hand out the Mark and Angela case study.  Explain that this is how you 
would introduce the topic to a group of learners. 
 

Model Approach   

Some people rush into job search without any clear idea of what they want to do and how it 
matches their skills.  They say to themselves, “I’ll know the right job when I see it,” or “It doesn’t 
matter what kind of job I want.  I’ll take whatever I can get.”  These people often don’t get the 
jobs they want. 

When Mark talks to Angela she asks him questions about his qualities, his likes and dislikes 
and how he likes to spend his time.  She also asks him about his work experience.  Mark’s 
answers help him to realize what is important to him in a job.  They also give him some ideas 
about the qualities and skills he could offer an employer. 

Let’s read the article and then list the steps that Mark needs to go through himself, to look for a 
job. 

   
• Suggest they always think of the learner or learners they know when doing an 

activity or developing resources.   
• Ask them to take turns to read the story in the group.   
• Ask tutors to: 

o think of how they would approach this reading activity with their learner – ask 
them to review During Reading Activities on page 6-5 of Handbook for 
Literacy Tutors. 

o identify any words they think may be new to a learner.   
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o identify strategies to find out what words the learner did/did not know. 
o identify strategies that could help the learner decode and learn new words.   
o consider this question - Are there some words that are more important for the 

learner to know than others?   
• In the groups, ask the tutors to list the steps that Mark has to go through to get 

himself ready to look for a job. 
• In the whole group, discuss the list and the answers to the other activities. 
• What skills have they used during this activity? What outcomes would the learner 

have worked on? 
• Explain that it is important to review the reason for doing an activity with the 

learner.  In this case, you might say: “Now, you will go through the same process.  
You will answer questions about yourself.  Your answers will help you to learn more 
about yourself and the kinds of jobs that are right for you.” 

 
Mention that using a scenario can be an alternative approach to brainstorming.  
Scenarios can be used effectively to introduce many topics, even those that are 
culturally sensitive.  They can also be used to introduce discussion about difficult 
issues.  Tutors sometimes become aware of delicate issues that may impact on their 
learners’ ability to get or hold a job.  These issues need to be dealt with and this is one 
way to broach the subject. 
 
 

Possible answers 

List of steps  
• Qualities 
• Work preferences – likes and dislikes 
• Transferable skills – work, volunteer, home, hobbies….. 
• Matching skills to jobs 
 
Possible new words 
• compliment 
• resourceful 
• described 
• experience 
• neighbour 
• qualities 
 
Suggested words for learning 
• quality/qualities 
• experience 
• resourceful (if it applies to your learner) 
 

F
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Possible strategies for teaching new vocabulary 
• See Guessing from the Context page 6-16 of Handbook for Literacy Tutors and 

Print-based Strategies pages 6-18 to 6-22.  Print-based strategies include 
information on: 

o building a sight vocabulary 
o phonics 
o phono-graphix 
o word patterns and families 
o word analysis 
o reading problems and suggested teaching strategies – a summary 

 
The learner would have worked on the following outcomes 
• Listens to and takes part in discussions on jobs and job skills.   
• Checks understanding by asking questions, asking for information to be repeated 

or asking for clarification. 
• Expresses his own ideas and opinions, responds to questions and comments, stays 

on topic. 
• Opens and closes conversations, asks questions, takes turns. 
• Uses a variety of strategies to decode and decide on the meaning of unfamiliar 

words.  
• Identifies main idea and supporting details. 
• Skims to understand type of text and scans to find specific information. 
 
 
The scenario is taken from Unlocking the Job Market , Ottawa-Carleton Catholic 
School Board, 2003 
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Mark wasn’t sure what type of a job he wanted.  He didn’t think he had any 
useful skills.  He felt frustrated and fed up but he knew he had to do 
something.  He really needed a job.  Things were very tight at home. 

Mark decided he would go and talk to his friend Angela. She had been looking 
for a job this time last year and she was now working as a letter carrier and 
loving every minute of it. 

Angela was home when Mark went over.  Her apartment was neat and tidy and 
she had just finished supper.  She was pleased to see Mark as they had 
almost lost touch now that she was settled in her job and often went out with 
her friends from work. 

Mark explained the reason for his visit.  He finished by saying “I just don’t 
know where to start.” 

Angela smiled, “Mark, you sound just like me twelve months ago.  I had no idea 
how to ‘sell’ myself to employers and I had no idea how to go about my job 
search.  I thought looking at the Help Wanted ads in the newspaper would be 
enough.  I was wrong.  I spent a month doing that with very little success.  It 
was very depressing.  Then I heard someone say that most jobs aren’t 
advertised.  That got me thinking, so I went to the library and got a really 
clear book.  It was written for adults who are learning how to speak English 
but it really helped me because the language was so clear.  It took me step-
by-step through what I needed to do.  I still have my notes.  Maybe I can find 
them and we can work through the steps.” 

“That sounds great!  I knew I could rely on you.  You are always so organized 
and clear thinking.”  

“Thanks Mark.  That’s a real compliment.  I could put that on my résumé. Hang 
on.” 

Angela disappeared into her bedroom and came back a few minutes later with 
a box labelled Job Search.  She put it on the table and opened it.  It was full 
of folders.  She took out a blue folder called Taking Stock of Yourself.   “This 
is where you need to start,” said Angela, “The best way to begin is to think 
about your qualities.  What are your strong points?  I wasn’t joking when I 
said I should put ‘organized and clear thinking’ on my résumé.  I know I’m good 
at that.  I’m not so good at dealing with unexpected problems.  That’s a quality 
that you have that I am still working on.” 

“How would I write that as a quality?” 

“Well, you could say that you are resourceful.” 

“Yes, that sounds good.” 

Scenario: Mark and Angela 4 

4 
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They sat and chatted about the qualities they had and after a while Mark had 
a list of words that he thought best described his qualities.  He decided to 
write that he was hard-working, friendly, polite, honest and resourceful. 

“Now let’s look at what you like to do, Mark.  Have you ever had a job that you 
liked?” 

“No, not really.  I haven’t got much work experience. Well, just a minute.  
Maybe there is something.  I helped out a friend a few years ago.  I hate the 
idea of working in an office but he was working as a boat repairer.” 

“Was there anything you didn’t like about the job?” 

“I didn’t like the lack of contact with other people.” 

“If you worked as a boat repairer, you must be good with your hands?” 

“Yes, I’m really good at fixing things and making things; I’ve just finished 
making some garden furniture for my neighbour.” 

“You must have good math skills to be able to measure wood and follow plans.  
We should list all your skills.  I have a form here, let me find it.  I remember; 
it’s called Transferable Skills.” 

“OK, I’ll try to think of any other skills that I have.  Can I include anything 
about my volunteer work in the hospital shop?” 

“Yes, of course.  That’s really important.  It demonstrates all sorts of skills 
and qualities.  I’ve found the form.  Here it is.  You carry on thinking about 
your skills.  It seems to me that there are some jobs that would suit you very 
well.  Why don’t I log on to the computer and then we can go to the HRDC 
website and have a look to see what jobs might be good for you?” 

“Okay, let’s do that.” 

 
© Ottawa-Carleton Catholic School Board.  This material can only be copied for use in training sessions 
with adult literacy tutors. 
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3 Internet Searches – Computer 

Purpose 

• To improve Internet searching 
 

Materials 

• Handout: Internet Searches (p. 15), one for each tutor 
• Handout: Google  (p. 16), one for each tutor 
• Computers, enough to work in pairs 
 

Directions  

• Ask the tutors to read the handout. 
• Ask the tutors to work in pairs at the computers. 

o Select a job category and find what information is available for learners (e.g. 
computer technician, health care aide, sales assistant). 

o Select one or two sites that have useful information and share them with the 
rest of the group. 

• Discuss how you would teach Internet searching to your learner. 
 
Alternative Activity 
• Ask the tutors to read through the handouts and try searching at home or the public 

library.   
• Discuss results at the next session. 
• Discuss how you would teach Internet searching to your learner. 
 

Possible Answers 

Useful Sites 
 
HRDC Essential Skills http://www15.hrdc-drhc.gc.ca/english/general/es.asp 
Portfolio developer http://portfolio.telecampus.com/ 
HRDC Job Bank http://www.jobbank.gc.ca/ 
Youth Works http://www.youthworks.ca/yw-offi5.htm 
Canadian Council on 
Rehabilitation and Work 

http://www.ccrw.org/ 

Workopolis http://www.workopolis.com/index.html 
Canada Career Consortium http://www.careerccc.org 

http://www15.hrdc-drhc.gc.ca/english/general/es.asp
http://portfolio.telecampus.com/
http://www.jobbank.gc.ca/
http://www.youthworks.ca/yw-offi5.htm
http://www.ccrw.org/
http://www.workopolis.com/index.html
http://www.careerccc.org


 Module 1 – Skills and Qualities 15 

 

ü 

 
 
 
 
 
You can access the Internet from a computer which is connected to the Internet by 
using a web browser program (e.g. Microsoft Internet Explorer or Netscape).   
 
You search the Internet using a “search engine” in the web browser.  This is a web 
page that asks you for search words or phrases and then searches its indexes for web 
pages that best match your search terms. 
 
There are many search engines on the Internet, for example, Google, MSN, AltaVista 
and AOL.  They differ in the way they make searches, how they index the Internet and 
how they present the results of the search.  Google is widely considered to be the best.  
 
Most search engines search for pages that contain all the words you supply – the page 
must contain word 1 AND word 2 AND word 3.  This is called an AND search.  Most 
have advanced options so you can search for pages that match any word you supply – 
the page must contain word 1 OR word 2 OR word 3.  This is called OR matching.  
 
The size of the index varies a lot.  Google has indexed twice as many pages as any of 
the other popular search engines.  In common with some of the others, Google only 
indexes the first part of the web page, so search words at the end of a large page will 
not be found. 
 
The results of the search are returned ranked by relevance.  This means that the page 
with the most matches should be at the top.  There are some variations to this.  Most 
search engines boost the ranking of web sites for a fee, so advertisers pay to get their 
page high up the list.  Google is the only popular search engine that does not do this 
(yet).  Google has a complex ranking system where pages that are referenced by a lot 
of other pages are considered to be more important and so rank higher.  Most people 
find that this works well for them.  
 
 
 
 
 
 
 
 

4  Handout: Internet Searches 
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At your computer, start Internet Explorer by clicking on the icon.   
Type www.google.ca in the address bar and press Enter.  The Google page will load. 
 
Enter your search words and phrases in the search box.  Enclose phrases in double 
quotes or the words will be searched separately. 
 
Try searching for:  literacy numeracy “basic skills” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Google searches for web pages that contain all your words (an AND search).  The 
search is not case sensitive – it will find Literacy LITERACY literacy and even 
liTERacy. 
 
Click on “pages from Canada” to restrict your search to Canadian web pages only.  
This may be useful if only Canadian information is likely to be useful, for example to 
find information specific to the Canadian education system. 

4  Handout: Google 

http://www.google.ca
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The Advanced Search in Google is self-explanatory.  The important fields are the top 
four.  These let you mix AND searches with OR searches, search for phrases and to 
exclude pages that contain certain words.  Try a few examples. 
 
There is no need for quotes around the exact phrase. 
 
Searches “without the words” are useful if you get a lot of hits from a certain type of 
page.  Maybe one of your words is also the name of someone famous – try excluding 
their first name.  Search for Jagger without Mick. 
 
 
 
 
 
 
 
 
 
 
 
  
 
 

4  Handout: Google Advanced Search 
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4 Matching Skills & Qualities to Jobs – Research 

Purpose 

• To help tutors find relevant resources 
 

Materials 

• Computers for use in small groups 
 

Directions  

You may choose to ask tutors to do this as an independent homework assignment.  
 
Alternatively, you could create a list of resources relating to this topic that are 
available in the program.  Include information about other resources that you would 
like tutors to become familiar with and ask them to look at them briefly before starting 
the training.  If time permits it is useful to do this activity in a group. 
 
In this activity we have only focused on the initial steps of job search: identifying 
skills, qualities and suitable jobs. 
 
• Ask tutors to divide into groups. 
• Explain the activity: 

o This activity will be done in small groups. 
o Provide books and website addresses that deal with job search.   
o Ask tutors to review the books and websites and make a note of where there is 

specific information relating to skills, qualities and suitable jobs (see below).  
o Ask tutors to discuss key words that could be used in an Internet search for 

this topic.  Ask the group to find one new website that would be useful. 
o Ask tutors to discuss places they can go for resources. 

• Discuss the responses 
 

Possible Answers 

Resources dealing with qualities, skills and jobs  
(see bibliography for a description and information on how to obtain resources) 
 
Books 
• Looking for Work in Canada: Strategies for New Canadians (An English as a 

Second Language interactive three-part resource).  Part 1: The Preparation 
(accompanied by video). 

H 
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• The Complete Get That Job!   
• Working Skills for Immigrant Women 
• Workforce: Building Success, Personal Development  
• Good Day!  How May I Help You? 
• A Winning Attitude 
• Résumé Workbook: For Adults Entering the Workforce 
• Apply Yourself:  English For Job Search and Success 
 
Videos 
• Looking for Work in Canada: Strategies for New Canadians (An English as a 

Second Language interactive three-part resource.)  Part 1: The Preparation 
(accompanied by instructor manual and handouts). 

• Job Interview: Strategies and Tactics 
 
Websites 
• http://www.nald.ca  
• http://www.conferenceboard.ca/education/learning-tools/employability-skills.htm 
• http://www.careerccc.org  
• http://www15.hrdc-drhc.gc.ca/english/es.asp 
• http://portfolio.telecampus.com 
• http://www.workandincome.govt.nz/pdf/brochures/starting-job-search.pdf 
• www.brantjobs.on.ca 
• www.damngood.com/jobseekers/skills-adults.html 
 
Sources 
• Literacy Program Library 
• Public Library 
• AlphaPlus Centre 
• Employment Resource Centre 
• Internet 
 
Make additions to the resource lists based on new information from tutors and give a 
copy to each tutor.  Put copies in a binder so that all tutors in your program can access 
the information.  You will be able to add other job-search related resources that the 
tutors create during this training.  Publicize the existence of this resource with other 
tutors in your program. 

ü 

F 

http://www.nald.ca
http://www.conferenceboard.ca/education/learning-tools/employability-skills.htm
http://www.careerccc.org
http://www15.hrdc-drhc.gc.ca/english/es.asp
http://portfolio.telecampus.com
http://www.workandincome.govt.nz/pdf/brochures/starting-job-search.pdf
http://www.brantjobs.on.ca
http://www.damngood.com/jobseekers/skills-adults.html
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5 Hiring a Food Server – Model Activity 

Purpose 

• To model an activity that will encourage learners to think about the qualities an 
employer will be looking for in an employee 

• To encourage tutors to identify the skills used during the activity so that they 
become familiar with identifying outcomes 

 

Materials 

• Handout: Hiring a Food Server (p. 22), one for each tutor 
 

Directions  

Show the tutors how they might introduce the topic of personal qualities to their 
learners.  Distribute the Hiring a Food Server handout.  Explain that this is how you 
would introduce the topic to a learner. 
 

Model Approach   

Employers want their employees to have skills for a job, but they also want them to have a 
good attitude and the behaviours that will make them successful employees.   

Here is an activity that will show the importance of personal qualities.  Let’s work on the 
handout together. 

   
• Ask tutors to divide into pairs, role-playing a tutor and learner. 
• The tutor explains the activity: 

o Read the handout together.  
o The learner identifies new words (think of your learner as you do this) 
o Discuss the meaning of “qualities” and how it applies to jobs. 
o Discuss the qualities an employer is looking for in an employee. 
o Work together to fill in the blanks.   

• Give the pairs 5 minutes to work on the activity. 
 
In the large group discuss: 
• skills they have used during this activity. 
• outcomes covered by this activity. 
 
It is important that learners are able to look at their qualities from an employer’s 
perspective.  
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Explain that it is important to review the reason for doing an activity with the learner.  
 

Possible Answers 

Personal Qualities 
• Friendly and personable 
• Patient and polite 
• Honest and reliable 
• Calm 
• Able to handle difficult situations and complaints 
• Able to make decisions (where to seat customers, who to serve first) 
• Good memory – customers’ faces, specials, changes to orders, food codes, etc. 
• Physically fit (carrying heavy trays, lots of standing and bending) 
• Well coordinated (carrying trays) 
 
The learner would have worked on the following outcomes 
• Listens to and takes part in discussions on jobs and job skills.   
• Expresses ideas and opinions, responds to questions and comments; stays on topic. 
• Uses reasoning and logic skills. 
• Focuses on one task at a time until it is finished. 
• Provides specific, detailed information. 
• Follows written instructions. 
• Checks spelling by using word knowledge, dictionary or computer. 
 
Reason for this activity 
• Learners are able to look at their qualities from an employer’s point of view to 

help them realize they need to think about their own qualities so that they can 
describe them to an employer.   

 
Learners often know they must put their skills and experience on a résumé.  They may 
not know that it is also a good idea to list their relevant personal qualities. 
 
Developing activities that look at issues from other people’s perspectives can also be a 
useful way of introducing issues that are difficult to deal with such as punctuality, 
personal hygiene or attitude. 
 
This activity is taken from Unlocking the Job Market , Ottawa-Carleton Catholic 
School Board, 2003 
 

F 

F 
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Imagine you are hiring a food server.   
 
 
Discuss the qualities you would want a server to have.  Qualities are the strong points 
in a person’s personality.  When you have finished your discussion, write six qualities 
in the spaces below. 
 
A good food server is:         

……….………. ……….………. ……...………. 
  
……….………. …….…………. …….…….….  

 
Now discuss the six qualities again.  Which three do you think are the most important?  
List the three most important qualities in order of importance.   
 
1. …………………………… 
 
2. …………………………… 
 
3. …………………………… 
 
Give your reasons for choosing these qualities. 
 
1. ………………………………………………………………………………. 
 
2. ………………………………………………………………………………. 
 
3. ………………………………………………………………………………. 
 
Good work! These are some qualities an actual employer will be looking for. 
 
 
 
 
 
© Ottawa-Carleton Catholic School Board.  This material can only be copied for use in training sessions 
with adult literacy tutors. 
 

☺ 

Handout: Hiring a Food Server 4 
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6 Personal Qualities – Model Activity 

Purpose 

• To model an activity that will encourage learners to think about and list personal 
qualities 

 
Materials 

• Handout: Employers Look For These Personal Qualities (p. 25), one for each tutor 
 

Directions  

• Explain that tutors will need to talk to their learners about the fact that employers 
want their employees to have skills for a job but they also want them to have a 
good attitude and the behaviours that will make them successful employees. 

• Explain that it is easy for learners to take their attitudes and behaviours for granted 
and not think of them as important values. 

• Ask tutors to get into small groups and discuss the steps they would use with a 
learner to work on the handout:  Employers Look For These Personal Qualities.  

• What skills have they used during this activity? What outcomes would the learner 
have worked on?  

 
Exercise 12 in Good Day! How May I Help You? deals with strengths and 
weaknesses.   
 
Looking for Work in Canada deals with interests, skills, transferable skills and goals. 
 
http://www.damngood.com/jobseekers/skills-adults.html  has a self-help quiz to help 
identify marketable personal traits and recognize accomplishments.  You might want 
to discuss this site with the tutors. 
 
A Winning Attitude by Michelle Fairfield Poley Attitude Builder # 9 deals with 
“Strengths.” 
 

Possible Answers 

Working on Employers Look For These Personal Qualities with a learner 
Steps: 
• Read the qualities together. 
• Discuss any new vocabulary. 
• Ask the learner to check mark personal qualities.  

F 

F 

F 

F 

http://www.damngood.com/jobseekers/skills-adults.html
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• Ask the learner to describe his qualities using his own examples. 
• Reinforce that employers are looking for people with transferable skills or 

qualities and that practis ing describing their qualities will make it easier when they 
meet with an employer.  

• Review the reason for doing this activity with a learner.  
 
The learner would have worked on the following outcomes 
• Follows written instructions. 
• Uses personal experience to get meaning from text. 
• Uses reasoning and logic skills. 
• Provides specific, detailed information in a presentation. 
• Increases self-confidence. 
• Focuses on one task at a time until it is finished. 
• Expresses his own ideas and opinions, responds to questions and comments, stays 

on topic. 
• Understands strengths and weaknesses. 
 

Employers want you to have skills for a job but they also want you to have a 
good attitude and the behaviours that will make you a successful employee.  

Remember that you are good at many things you take for granted.  Other 
people may not have these qualities.  As a potential employee you need to be 
able to talk to employers about your qualities.   

 
This activity is taken from Unlocking the Job Market , Ottawa-Carleton Catholic 
School Board, 2003 
 
 

¤ 
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Handout: Employers Look For These Personal Qualities 
 
 
 
Employers will want to know if you are: 
 
hard working q friendly q reliable q honest q 

personable q organized q punctual q healthy q 

patient q thorough q conscientious q neat q 

flexible q  motivated q  resourceful q   enthusiastic  q 

calm q careful q polite q  energetic q 

caring q methodical q adaptable q helpful q 

 q  q  q  q 

 
These qualities are transferable  from one job to another. 
 
Most people who are looking for a job think that job-related skills such as typing or 
counting change are important.  They are right, BUT employers are also looking at 
transferable skills or qualities. 
 
 
Now think about the qualities you have.  Check the boxes above.   
 
These will be the qualities you will tell an employer that you have.  Add your other 
qualities to the blanks at the bottom of the list.  Ask other people what qualities they 
think you have.  If you agree, add the new qualities to your list.  Do you want to 
change anything on the list?  If your answer is “yes” do it now.  If not, think of 
examples that show you have these qualities. 
 
 
Describe your qualities with the examples you have thought of. 
 
This practice is helpful because you will need to be able to talk to employers about 
your qualities. 
 
© Ottawa-Carleton Catholic School Board.  This material can only be copied for use in training sessions 
with adult literacy tutors. 

4 
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7 Interests and Skills Checklist – Computer 

Purpose 

• To help your learner know if he is qualified for jobs 
• To help your learner recognize the skills he needs to improve 
• To help your learner develop self-assessment skills 
 

Directions 

• On the Internet, go to the Canada Career Consortium website at 
http://www.careerccc.org/. 

• Click on Career Directions, choose English. 
• Click on Fields of Work .  There are nine fields to choose from.  
• Become familiar with the occupations in the fields of work and the Interest 

Checklists. 
• Click on Skills Inventory for all the fields of work so that you are familiar with 

their content. 
• Skills are listed under the headings: Thinking, Oral Communication, Technical 

and Computer Use, Numeracy, Working with Others, Writing, Reading. 
• Think how your learner could use them in job search documents. 
 
You can also download Career Directions and print off Interest Checklists, Skills 
Inventories and occupations of interest to your learner. 
 

Possible Answers 

The learner could have used Career Directions in: 
• Identifying jobs that match his interests. 
• Listing his skills, qualities and interests for his résumé. 
• Use vocabulary from the occupations pages and checklists in cover letters, résumés 

and personal ads. 
 
 

ü 

http://www.careerccc.org/
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8 Employability Skills Profile – Brainstorm 

Purpose 

• To help your learner know if he is qualified for jobs 
• To help your learner recognize the skills he needs to improve 
• To help your learner develop self-assessment skills 
 

Materials 

• Handout: Employability Skills Profile, Parts 1, 2 and 3 (pp. 29 to 31), one for each 
tutor 

 
Directions 

• Explain that the Conference Board of Canada studied the workforce to find out 
what employers were really looking for.  They used this information to write an 
Employability Skills Profile which lists the most important skills and qualities 
people need to get a job.   

• There are three main types of skill:  
o Fundamental skills 
o Personal management skills 
o Teamwork skills 

• Ask tutors to tell you what might come under each of these headings.  Write their 
answers on the flip chart. 

• Compare their answers to the handouts. 
• Explain that tutors could work on the Employability Skills Profile (3 pages) with 

their learners.  
o Some of the vocabulary in this exercise is difficult e.g., locate, appropriate, 

logically.   
o A tutor might find it useful to read aloud each skill and discuss what it means, 

then give the learner time to check off the box before moving on to the next 
skill. 

• What outcomes would the learner have worked on during this activity? 
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Based on Employability Skills 2000+, Conference Board of Canada 
Website:  http://www.conferenceboard.ca/education/learning-tools/pdfs/esp2000.pdf 
 
Alternatively, you might ask tutors to visit this site and develop an activity for 
themselves.  Discuss the ideas that the tutors present. 
 
 

Possible Answers 

The learner would have worked on the following outcomes 
• Uses personal experience to get meaning from text. 
• Understands strengths and weaknesses. 
• Completes forms requiring more detailed personal information. 
• Uses reasoning and logic skills. 
 

Fundamental Skills: 
• Communicating 
• Managing Information 
• Using numbers 
• Thinking 

Personal Management Skills: 
• Having positive attitudes and behaviours 
• Being responsible 
• Being adaptable 
• Learning continuously 
• Working safely 

Teamwork Skills: 
• Working with others 
• Taking part in projects and tasks 

¤ 

ü 
F 

http://www.conferenceboard.ca/education/learning-tools/pdfs/esp2000.pdf
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Handout: Employability Skills Profile – Part 1 
 
 
 
Employers are looking for communication, thinking and learning skills.  They want 
you to be able to work well with people.  
 
Check the skills you have.  You will use this information later.  It will help you decide 
if you are ready for the job you want or if you need more practice. 
 
Fundamental Skills - Communicating Yes Not yet 
Read and understand information  
e.g., words, graphs, charts, diagrams 

  

Write and speak so that others pay attention and understand   
Listen and ask questions to understand and appreciate the points of 
view of others 

  

Share information by talking, writing and e-mail   
Fundamental Skills – Managing Information   
Locate, gather and organize information using appropriate 
technology and information systems 

  

Apply knowledge and skills   
Fundamental Skills – Using Numbers    
Decide what needs to be measured or calculated   
Make estimates and check calculations   
Observe and record data   
Fundamental Skills – Thinking   
Assess and understand situations   
Think critically and act logically to solve problems or make 
decisions 

  

Use technology, instruments and tools effectively   
Use math to solve problems and make decisions   
 
Based on information from http://www.conferenceboard.ca/education/learning-
tools/pdfs/esp2000.pdf 

4 

http://www.conferenceboard.ca/education/learning-tools/
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Handout: Employability Skills Profile – Part 2 
 
 
 
 
Check the skills you have.  You will use this information later.  It will help you decide 
if you are ready for the job you want or if you need more practice. 
 
Personal Management Skills – Having Positive Attitudes & 
Behaviours 

Yes Not yet 

Feel good about yourself    
Have self-confidence   
Deal with people with honesty and integrity   
Take care of your personal health   
Show interest, initiative and effort in your work   
Personal Management Skills – Being Responsible   
Set goals and priorities   
Plan and manage time and money   
Be accountable for your actions   
Contribute to your community   
Personal Management Skills – Being Adaptable   
Work independently or as part of a team   
Have a positive attitude to change   
Learn from your mistakes and accept feedback   
Respect people’s diversity and individual differences   
Suggest different ways for doing work   
Personal Management Skills – Learning Continuously   
Keep learning and growing   
Know your strengths and weaknesses   
Set personal goals and develop a plan to help you achieve them   
Personal Management Skills –Working Safely   
Be aware of safety procedures    
 
Based on information from http://www.conferenceboard.ca/education/learning-
tools/pdfs/esp2000.pdf 

4 

http://www.conferenceboard.ca/education/learning-tools/
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Handout: Employability Skills Profile – Part 3 
 
 
 
Check the skills you have.  You will use this information later.  It will help you decide 
if you are ready for the job you want or if you need more practice. 
 
Teamwork Skills – Working with others Yes Not yet 
Work with the group   
Know what the team wants to achieve   
Be flexible    
Respect other team members   
Consider the thoughts, opinions and contributions of others   
Recognize and respect people’s diversity   
Give and receive constructive feedback   
Share knowledge and experience   
Teamwork Skills – Taking part in projects and tasks   
Carry out a project from start to finish   
Work with team members to develop a plan, get feedback, test, 
revise and carry out the plan 

  

Work to agreed standards   
Adapt to changing requirements and information   
Continuously monitor the success of a project or task and find 
ways to improve 

  

 
Based on information from  http://www.conferenceboard.ca/education/learning-
tools/pdfs/esp2000.pdf  
 

4 

http://www.conferenceboard.ca/education/learning-tools/
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9 Comparing Activities – Evaluation 

Purpose 

• To choose an activity to introduce the topic of skills to a learner 
• To evaluate a topic presented in two different ways 
• To develop an activity for a learner so that he can better match his skills to jobs 
 

Materials 

• Information from the two previous activities. 
 

Directions 

This could be a homework activity. 
 
• Compare the previous two activities. 
• Evaluate them both.  What are the pros and cons? 
• If you were teaching this topic, would you present it in one of these ways?   
• If not, describe how you would develop an activity.   
• Be prepared to explain your decisions in the next training session. 
 

H 
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10 Career Interests Game – Icebreaker 

Purpose 

• To show tutors a fun way of matching interests and skills with careers 
 

Materials 

• Computers for small group work 
• Coloured cardstock with descriptions of the six personality types (from 

http://career.missouri.edu/holland/) 
 

Directions 

Ask tutors to: 
• Choose the personality type that best suits them 
• Get into groups with similar tutors 
• Go to http://career.missouri.edu/holland/ 
• Click on their group’s personality type - discuss 

o Do they think the descriptions match their personalities and skills? 
o Do they agree with the hobbies and career possibilities listed? 

• Regroup according to their learners’ personalities 
o Repeat the activity based on their learners’ personalities 
o Could they use this activity with their learners?  Discuss 

 

ü 

http://career.missouri.edu/holland/
http://career.missouri.edu/holland/
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11 List Suitable Jobs – Research 

Purpose 

• To identify suitable jobs with your learner 
 

Materials 

• Computers for small group work 
 

Directions  

Ask tutors to: 
• Get into small groups. 
• Visit hhtp://www15.hrdc.gc.ca, wait for the page to load, left click on the red 

button Essential Skills Occupational Profiles.  When that page has loaded, left 
click on All Profiles. 

• List jobs that they think would be suitable for their learners.   
• Discuss how they would get their learners to identify suitable jobs.  How could 

they present this as an activity? 
• List the outcomes the learner would have worked on during this activity. 
 
Looking for Work in Canada has activities that deal with occupations and goal setting.  
Goal setting is also covered at: http://www.about-goal-setting.com/blueprint.htm 
 

Possible Answers 

Potential Jobs 
bus boy cook’s helper food server building superintendent 
food preparer shelf stocker decorator parking lot attendant 
sandwich maker salad bar server cake decorator water treatment operator 
dishwasher hospital cleaner bus driver concrete forming operator 
siding installer cleaner bus ticket agent furniture finisher 
babysitter boat assembler visiting homemaker presser and finisher 
courier delivery driver chainsaw operator fabric and leather cutter 
cashier glass cutter dry cleaner greenhouse worker 
letter carrier painter laundry worker sewing machine operator 
storekeeper general labourer kitchen helper parts clerk 

 

ü 

F 

hhtp://www15.hrdc.gc.ca
http://www.about-goal-setting.com/blueprint.htm
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Presenting this information as an activity 
• Visit the website with the learner and work through the information together. 
• Make a list of potential jobs and have the learner evaluate whether they would be 

suitable. 
• Look at classified ads and see what jobs might be of interest to the learner. 
• Find another resource that deals effectively with this topic. 
 
The learner would have worked on the following outcomes  
• Listens to and takes part in discussions on jobs and job skills.  
• Expresses his own ideas and opinions and responds to questions and comments. 
• Follows written instructions. 
• Accesses information on the Internet. 
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12 Employers Talking About Skills – Audio Tape 

Purpose 

• To help learners understand what qualities, skills and qualifications employers 
want employees to have 

• To gain experience in creating an activity 
 

Materials 

• Tape recorder with microphone 
 

Directions 

• Ask tutors to work in pairs.  
• Explain that audio tapes make excellent resources.  Learners can use them to 

record their own ideas prior to a writing activity or learners can use pre-recorded 
tapes to practise note taking skills.  

• The tutor’s task is to tape conversations of a role play between a reporter and an 
employer.  The reporter is interviewing the employer to find answers to the 
following questions:  
o What positions do you hire for? 
o How do you advertise? 
o How should a potential employee approach you? 
o How do you feel about cold calls? 
o How do you feel about personal visits 
o How do you feel about telephone calls 
o Do you want a résumé? 
o Could I have a copy of your application form? 
o What qualities are you looking for in an employee? 
o What skills does an employee need? 
o Do you have a job description? 
o What types of materials would an employee have to read and write? 
o What are some of your interview questions? 
 

Alternatively, you might want to ask tutors to act as reporters and contact actual 
employers to find out the answers to the questions. Some tutors may also be 
employers.  If so, suggest using these people as resources for this activity.  Tutors 
should record the conversations so that they can be used as resources with learners.  
 
What outcomes would the learner have worked on during this activity? 
 

9 

F 

® 
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Record all the conversations on one tape and copy them so that your tutors can use 
them in activities with their learners.  Put copies of the tape with the binder you 
created in Activity 4. 
 

Possible Answers 

The learner would have worked on the following outcomes 
• Listens to and takes part in a discussion on jobs and job skills. 
• Expresses his own ideas and opinions, responds to questions and comments, stays 

on topic.  
• Gets main ideas and lists key points of oral communication. 
• Takes notes and reflects on conversations. 
• Uses notes to increase memory.   
• Begins to take notes. 
• Checks understanding by asking questions, asking for information to be repeated 

or asking for clarification. 
 
An activity on note taking can be found in Module 2 – The Paperwork. 
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13 Job Readiness Using ESCORT – Evaluation 

Purpose 

• To familiarize tutors with a useful web resource for entry-level workers  
• To become familiar with the tools on the site 
• To model navigating to an e-mail service provider and to establish an account 
 

Materials 

• Tutors will need access to a computer 
 

Directions 

This could be a homework activity since it is time-consuming.   
 
• Evaluate the following activity.  What are the pros and cons? 
 

o Go to http://ca.yahoo.com and follow the procedure for getting your own e-
mail account if you don’t already have one. 

o Once you have an e-mail account, go to: 
http://portfolio.telecampus.com/careerplanner 

o Read over the introduction screen. 
o Click on About Registration at the bottom of the screen. 
o Read over the screen and click on Click here to register for ESCORT. 
o Follow the steps to register. 

 
• If you were teaching, how could you present this information as an activity?  
• What outcomes would the learner have worked on during this activity?  
• Be prepared to explain your decisions in the next training session.   

 

Possible Answers 

Using this site with a learner 
• Explain and incorporate computer skills and keyboarding skills as needed as an 

integral part of the lesson. 
• Discuss menus and each activity. 
• Work through the menus discussing the information that needs to be written. 
• Type in information. 
• Discuss where to record and file information such as passwords and the web 

address. 
 

H 

ü 
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The learner would have worked on the following outcomes 
• Builds computer skills. 
• Accesses information on the Internet. 
• Follows written instructions.   
• Completes forms requiring more detailed personal information.   
 
 
Please Note:   
 
The following activities use this site and deal with collecting information for use in 
résumés: 
Module 1 
• Activity 13, Job Readiness Using ESCORT – Evaluation on page 38 
• Activity, 14, Work Preferences – Research on page 40  
Module 2 
• Activity 3, Portfolio Builder Part 1 – Evaluation 
• Activity 6, Career Planner: Portfolio Builder  
• Activity 7, Résumé – Research 
• Activity 14, Career Planner: Choose Occupation 
 
These activities are cumulative.  You cannot use later activities without first 
completing the earlier ones. 
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14 Work Preferences – Research 

Purpose 

• To evaluate an activity presented in two different ways 
• To create an activity to develop self-assessment and self-reflection skills with a 

learner so he can better understand work preferences 
 

Materials 

• Tutors will need access to a computer 
• Handout: Work Preferences (p. 42) 
 

Directions 

This could be a homework activity since it is time-consuming. 
 
• In this activity you will decide upon a resource to use when helping your learner 

decide what job conditions are important to him.  
• Evaluate the following activity.  It can be presented as a computer-based activity 

or on paper.  What are the pros and cons?     
• If you were teaching this topic, would you present it in one of these ways?  If not, 

describe how you would develop an activity. 
• Be prepared to explain your decisions in the next training session. 
 
Method 1 – Using a computer-based program 
• If you have not already done so, register with ESCORT, as described in the 

previous activity. 
o Go to: http://portfolio.telecampus.com/careerplanner 
o Find the Login button at the bottom of the page and click it. Enter your 

username and password. 
o Click on Interest Inventory at the top of the screen. 
o Review the 50 questions in this activity.  
o Evaluate the activity. 

 
Method 2 – Print-based activity 

o Review the handout: Work Preferences. 
o Evaluate the activity. 

 
Method 3 – Develop your own activity 

o Consider these outcomes for learners: 
o Understand strengths and weaknesses. 

H 
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o Complete forms requiring more detailed personal information. 
o Use personal experience to get meaning from text. 
o Use notes to increase memory. 
o Focus on one task at a time until it is finished. 
o Develop and use reasoning and logic skills. 

 
No matter which method you choose, at the end of the activity your learner should be 
able to do a short presentation (two minutes), highlighting his most important work 
preferences, with reasons.  This practice is invaluable and will prepare your learner for 
real life situations. 
 
• The presentation should include whether: 

o he wants to work inside or outside 
o he wants to work with people – if so, which group 
o he prefers working with his hands or physical work 
o he likes a job with lots of communication 

• The presentation activity will meet the following outcomes 
o Provides specific, detailed information in presentations. 
o Presents ideas clearly in a focused and organized way. 
o Shows awareness of the audience while presenting.  
o Uses reasoning and logic skills. 

 
 
Please Note:   
 
The following activities use this site and deal with collecting information for use in 
résumés: 
Module 1 
• Activity 13, Job Readiness Using ESCORT – Evaluation on page 38 
• Activity, 14, Work Preferences – Research on page 40  
Module 2 
• Activity 3, Portfolio Builder Part 1 – Evaluation 
• Activity 6, Career Planner: Portfolio Builder  
• Activity 7, Résumé – Research 
• Activity 14, Career Planner: Choose Occupation 
 
These activities are cumulative.  You cannot use later activities without first 
completing the earlier ones. 
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Handout: Work Preferences  
 
 
If you like a job you will stick with it and do it well.  It is hard to know what job to 
choose.  Thinking of what you like to do can help you make a decision. 
 
Check the things you like to do from the following list. 
 
Type of Work Check 

Work with people  

Work with people who have disabilities or special needs  

Work with children  

Sell ideas, products, services  

Handle complaints  

Remember faces and names  

Give sensitive care to the sick or to seniors  

Make things neat, clean and tidy  

Work outside  

Use machinery  

Make decisions  

Organize tasks  

Work on different time schedules (shifts)  

Work with money  

Work with animals  

Work with plants  

Work with food  

Physical work – construction, letter carrier  

Drive  

Work with your hands - sewing, electronics assembly, wallpapering  

Make things and/or repair them  

Work at the same thing for a long time  
 
© Ottawa-Carleton Catholic School Board.  This material can only be copied for use in training sessions 
with adult literacy tutors.  
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Matching Skills Cards 

15 Transferable Skills – Creating Resources 

Purpose 

• To enable tutors to demonstrate how skills used in different situations can also 
relate to the workplace 

 
Materials 

• Set of blank coloured cards for creating Matching Skills cards 
 

Directions 

• Divide participants into small groups 
o Ask them to create a game of Concentration with “Transferable Skills” cards, 

“Experience” cards and “Job” cards. 
o Use a different colour for each type of card.  Make sure that each group uses 

the same colour categories. It might be useful to write the category on one side 
of the card and the description on the other. 

o Each group should think of three more examples.   
o Swap cards with another group.  Play the game in small groups. 
o Evaluate the activity.  
o Share the information on your set of cards with the large group. 
o Did any of the groups work back from the list in the previous activity? 
o Evaluate the suitability of a game of Concentration to introduce the topic of 

transferable skills. 
 

 
 

Experience Transferable Skill Job 

garage sales making change cashier 
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16 Transferable Skills – Discussion 

Purpose 

• To evaluate an activity that shows tutors how to present information on 
“transferable skills”  

 
Materials 

• Handout: Transferable Skills Sample (p. 46), one for each tutor 
• Handout: Transferable Skills Form (p. 47), one for each tutor 
 

Directions 

This activity demonstrates that many of the skills learners have gained in different 
situations can be used in the workplace. 
• Ask tutors to review the sample and blank form on transferable skills. 
• Discuss the following points: 

o Why is a sample form included? 
o Why is it necessary to spend time on this activity? 
o What outcomes would the learner have worked on during this activity? 
o What activity would they use next? 

 

Some of the skills that we have are transferable – we can use them in 
different situations.  We learn skills at home, at work, at school, or when we 
are volunteering or pursuing a hobby or interest. 

 
Alternatively, you might ask tutors to watch the video Looking for Work in Canada 
and discuss the pros and cons of the different methods of presenting the topic. 
 

Possible Answers 

Reason for Sample Form 
• to work with some concrete examples and then apply them to oneself – everyone 

finds tasks easier if they see an example first. 
 
Reasons for doing this activity 
• to encourage learners to think about their transferable skills 
• to encourage discussion on why employers would think they were useful 

¤ 
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• to show that many of the skills that your learner has used in different situations can 
be useful in the workplace 

• to give the learner an opportunity to talk about transferable skills before talking to 
an employer  

 
The learner would have worked on the following outcomes 
• Tranfers knowledge to new situations. 
• Presents ideas clearly in a focused and organized way. 
• Provides specific, detailed information. 
• Uses reasoning and logic skills. 
• Increases self-confidence. 
• Shows awareness of the audience while presenting. 
 
Next Activity 
• Ask the learner to talk about his transferable skills and give examples. 
• Ask the learner if he would like you to record him speaking so he can replay it and 

suggest changes.  This could be done with a tape recorder or video camera.   
 
Pros and Cons 
• The video shows a variety of real learners. 
• The form is a print-based activity and is an opportunity to practise job-search 

vocabulary. 
• The video is somewhat laborious. 
• Written work may be more difficult to remember. 
• A mixed approach may give the best of both worlds, as there is a role-model to 

follow – consider the learning style of your learner when preparing activities. 
 
 
Explain the importance of presenting information clearly – you might want to work on 
this as a separate activity.  Information on this topic can be found in Module 3 – 
Talking About Yourself . 
 
 

F 
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Handout: Transferable Skills Sample  
 
 
 
 
 
 
Category Experience Transferable skills  
Work Looking after neighbours’ children good with children 

adaptable 
flexible 
high energy 

Training CPR and First Aid CPR and First Aid 
Volunteering School bake sales 

Food for church suppers 
measuring 
estimating 
creativity 
food presentation skills 

Interests Watching the cooking shows on TV 
Experimenting with recipes 
Sewing 
Computer 

applying new techniques 
creative thinking 
measuring 
good with hands 
attention to detail 
following instructions 
keyboarding 
Internet searching 
word processing 

Home and 
Family 

Budgeting  
Banking 
Taking care of the children 
Decorating 
Languages 

managing money 
managing time 
organizing people and things 
measuring 
speaking and writing in other 
languages 

 
 
© Ottawa-Carleton Catholic School Board.  This material can only be copied for use in training sessions 
with adult literacy tutors. 
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Handout: Transferable Skills Form  
 
 
 

Category Experience Transferable skills  

Work 

 
 
 
 
 
 
 

 

Training 

 
 
 
 
 
 
 

 

Volunteering 

 
 
 
 
 
 
 

 

Interests 

 
 
 
 
 
 
 

 

Home and 
Family 

 
 
 
 
 
 
 

 

 
 
© Ottawa-Carleton Catholic School Board.  This material can only be copied for use in training sessions 
with adult literacy tutors. 
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17 A Positive Attitude to Job Search – Brainstorm 

Purpose 

• To encourage tutors to explain the importance of a positive attitude when looking 
for a job 

 
Materials 

• Handout: A Positive Attitude to Job Search (p. 49), one for each tutor.  
 

Directions 

• Discuss the topic of attitudes. What is it important to tell a learner?  
• Discuss the handout.  Do the tutors want to make changes?  If so, create a new 

handout. 
• Tutors may want to develop a quiz relating to this topic. 
• What outcomes would the learner have worked on? 
 
Add the revised handout or quiz to the job search binder. 
 
 

Possible Answers 

The learner would have worked on the following outcomes 
• Transfers knowledge to complete a new task. 
• Uses reasoning and logic skills. 
• Listens to and takes part in discussions on jobs and job skills. 

F 
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Handout: A Positive Attitude to Job Search 

 
 
 
 
 

Remember  

Looking for a job is the most important job you can ever have. 

 

Don’t rely on anyone else to get you a job. 

 

You are the only one who knows exactly: 

      -  what you like to do 

-  what you can do 

-  what you want to do 

 

Know how to look for a job yourself. 

 

Find the “hidden jobs” – only 20% are advertised. 

 

You will not succeed if: 

-  you have already decided you don’t have a chance. 

-  you spend the whole day watching television. 

 
© Ottawa-Carleton Catholic School Board.  This material can only be copied for use in training sessions 
with adult literacy tutors. 
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18 Attitude – Evaluation 

Purpose 

• To evaluate a resource that tutors might want to use with their learners 
 

Materials 

• A Winning Attitude by Michelle Fairfield Poley or similar resource.  See 
Annotated Bibliography for more details about this resource. 

 
Directions 

• Ask tutors to evaluate this resource.   
• Discuss. 
 
Another excellent resource is: Challenging Change: Five Steps for Dealing Positively 
with Change. 
 
A discussion on goal-setting would also be valuable at this time. 
 
Looking for Work in Canada has activities that deal with occupations and goal setting.  
Goal setting is also covered at: http://www.about-goal-setting.com/blueprint.htm 
 
 
 

Possible Answers 

See bibliography for comments on resources. 
 

F 
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19 The Ultimate Gesture – Icebreaker 

Purpose 

• To remind tutors of the importance of this gesture 
 

Materials 

• Ultimate Gesture (p. 52), cards, one for each tutor 
 

Directions 

• Divide participants into groups of four. 
• Give each person in the group one of the four cards that describes the ultimate 

gesture. 
• Ask participants to guess what the ultimate gesture might be from their own card. 
• Share ideas and information on the cards. 
• Once there is group consensus, ask each group to write the gesture on a piece of 

paper and give it to the instructor. 
• The instructor will stop the activity once a group provides the correct gesture. 
 
What is this singular signal, this miracle mien, this giant of all gestures? 

It is, quite simply, the smile.              ☺ 
• Use it freely.  
• Use it often. 
 
The Ultimate Gesture, from: "Gestures - Do's and Taboos of Body Language Around 
the World," Roger E Axtell, John Wiley and Sons Inc, New York, 1991, ISBN 0-471-
53672-5 
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The Ultimate Gesture 
 
 
 

This gesture is known everywhere 
in the world. 

 

This gesture is known everywhere 
in the world. 

 

It is rarely, if ever, misunderstood.  
Primitive tribes and world leaders 
alike know and use this gesture.  

The tribesmen – like you, no 
doubt – recognize it in others and 

use it themselves. 

It is rarely, if ever, misunderstood.  
Primitive tribes and world leaders 
alike know and use this gesture.  

The tribesmen – like you, no 
doubt – recognize it in others and 

use it themselves. 

Scientists believe this gesture 
actually releases chemicals called 
endorphins into the system that 

create a feeling of mild euphoria. 
 

Scientists believe this gesture 
actually releases chemicals called 
endorphins into the system that 

create a feeling of mild euphoria. 
 

As you travel around the world, 
this gesture may help you slip out 

of the prickliest of difficult 
situations. 

 

As you travel around the world, 
this gesture may help you slip out 

of the prickliest of difficult 
situations. 
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20 A Demonstration – Create an Activity 

Purpose 

To develop a demonstration that tutors can use with their learners 
 

Materials 

Sample demonstrations from your program or from the Demonstrations Ontario 
website at: 
http://alphaplus.windnetcs.com/whatdemoont.html 
http://demonstrations.alphaplus.ca/DemonstrationBank/ 
 

Directions 

• Explain the purpose of demonstrations.  Share some examples developed in your 
program or from the above website 

• Divide the tutors into small groups. 
• Ask each group to develop a demonstration that will show that the learner has 

learned about matching skills and qualities to suitable jobs. 
• Ask each group of tutors to present their demonstration to the whole group. 
 
Add the demonstrations to your job-search binder so they can be used by other tutors. 
 
 
 
 
 
 

F 

ü 

http://alphaplus.windnetcs.com/whatdemoont.html
http://demonstrations.alphaplus.ca/DemonstrationBank/


 Module 1 – Skills and Qualities 54 

 

21  Lesson Plan – Create an Activity 

Purpose 

• To create lesson plans for the activities in this module 
 

Materials 

• Binder created during the training in this module.   
• Handout:  Sample Lesson Plan, (p. 55) 
• Handout: Lesson Plan Template, (p. 56), or ask tutors to do this activity on the 

computer.  Check that the template for a Lesson Plan is on each of the computers 
they will be using. 

 

Directions 

• Divide the tutors into small groups. If possible group the tutors according to the 
levels of their learners.   

• Ask tutors to go through the binder and review the activities. The binder should 
now contain handouts from this module, activities developed by your tutors and 
relevant information that you have collected. 

• Ask each group of tutors to develop lesson plans for a learner so that all the topics 
in this module are covered.  They should use a variety of activities including 
scenarios, role-playing, quizzes, writing and videos.  The activities should allow 
the learners the opportunity to work on speaking and listening skills, reading, 
writing and self-management and self-direction.  Ask the tutors to include a 
demonstration or demonstrations. 

 
Add the lesson plans to your job-search binder so they can be used by other tutors. 
 
 

Possible Answers 

See sample lesson plan below. 
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Sample Lesson Plan (2hr) 
 
 
 
 

Activity Content Duration Reflections 

Conversation Catch up on the learner’s news.  Has 
anything come up since the last lesson? 

10 mins  

Review 
 
Go over homework 

For example:  
• review “tricky” sight words 
• review a new skill learned last week 
• review something that was a real 

accomplishment last week (e.g.  reading a 
Language Experience story) 

15 mins  

Life Skills Literacy Work on immediate literacy needs or 
Learner Writing  

30 mins  

Don’t forget!          BREAK   (10 minutes)          Don’t forget! 

New Skills 
 
Discuss the learning 
outcome 

For example: 
• learning new alphabet letters 
• learning to spell 4 - 5 new words 
• dictionary skills 

15 mins  

Workbook  10 mins  

Reading for 
Comprehension 

For example: 
• silent reading  
• summarizing 
• asking questions 
• discussion  

15 mins  

Oral Reading This may be “echo” reading for a beginner 10 mins  

Something Fun For example: 
• word games (e.g. Scrabble) 
• crossword puzzles 
• Sightword Bingo 
• tutor reading to learner 

10 mins  

Summary and plan for 
next session 

Discuss the learner’s achievements. 
Discuss possible content for next session. 

5 mins  

 
Lesson Planning - People, Words & Change (reproduced with permission) 
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Lesson Plan Template  
 
 

Activity Content Duration Reflections 

 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

Don’t forget!          BREAK   (10 minutes)          Don’t forget! 

 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

 
Lesson Planning - People, Words & Change (reproduced with permission) 
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Appendix – Learning Outcomes for Job Search 
These are the key outcomes a learner should achieve when working on the topic of job 
search.  Select from this list.  If you cannot find a relevant outcome here, refer to The 
Level Description Manual, published by Ontario Literacy Coalition, OLC. 
 
 

Speaking and Listening 

Knows how non-verbal clues affect communication. 
 

Level 2 – Interacting 

Listens to and takes part in discussions on jobs and job skills.  
 

Level 2-3 – Interacting 

Expresses his own ideas and opinions, responds to questions and 
comments, stays on topic. 

Level 2-3 – Interacting 

Takes notes and reflects on conversations. 
 

Level 3 – Listening 

Checks understanding by asking questions, asking for information to 
be repeated or asking for clarification. 

Level 2-3 – Listening / 
Interacting 

Opens and closes conversations, asks questions, takes turns. Level 2-3 – Listening / 
Interacting 

Gets main ideas and lists key points of oral communication. 
 

Level 3 – Listening 

Provides specific, detailed information. 
 

Level 3 - Presenting 

Presents ideas clearly in a focused and organized way. 
 

Level 2-3 - Presenting 

Shows awareness of the audience while presenting. 
 

Level 3 - Presenting 

Self-Management and Self-Direction 

Focuses on one task at a time until it is finished. 
 

Concentration  

Uses notes to increase memory. 
 

Memory 

Builds computer skills 
 

Organizational skills 
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Increases self-confidence. 
 

Working with others 

Develops strategies for dealing with interpersonal conflict and difficult 
situations. 

Working with others 

Breaks problems into manageable parts. 
 

Problem solving 

Thinks of possible solutions to problems. 
 

Problem solving 

Uses reasoning and logic skills. 
 

Thinking  

Transfers knowledge to new situations. 
 

Thinking 

Understands strengths and weaknesses. 
 

Self-Assessment and 
Self-Reflection 

Plans activities in advance. 
 

Time management and 
Organizational skills 

Reading 

Follows written instructions. Level 3 – 
Comprehension 

Identifies main idea and supporting details. Level 3 – 
Comprehension 

Skims to understand type of text and scans to find specific information. Level 3 – Reading 
Strategies 

Begins to take notes. Level 3 – Reading 
Strategies 

Uses personal experience to get meaning from text. Level 2-3 – Reading 
Strategies 

Uses a variety of strategies to decode and decide on the meaning of 
unfamiliar words. 

Level 3 – Reading 
Strategies 

Accesses information on the Internet. Level 3 – Forms and 
Conventions 

Uses formal texts to locate and interpret information. 
 

Level 4 – Forms and 
Conventions 

Makes judgments using evidence from the text. 
 

Level 3 – 
Interpretation 
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Writing 

Completes forms requiring more detailed personal information. Level 2 – Purpose and 
Form 

Describes experiences. Level 2 – Purpose and 
Form 

Writes lists, simple letters and simple paragraphs. Level 2-3 – Purpose 
and Form 

Writes short summaries, reports and composit ions to present factual 
information, opinions and experiences. 

Level 3 – Purpose and 
Form 

Organizes thoughts to convey a main idea in a paragraph. 
 

Level 2 – 
Organization 

Uses common linking words, titles, basic parts of a letter and parts of a 
paragraph. 

Level 2 – 
Organization 

Uses basic editing techniques. Level 2 – 
Organization 

Introduces words from reading into writing. 
 

Level 2 – Style 

Uses capital letters, apostrophes, commas and abbreviations. 
 

Level 2-3 – Mechanics 

Checks spelling by using word knowledge, dictionary or computer. 
 

Level 2-3 – Mechanics 

Numeracy 

Understands data from graphs. 
 

Level 2 – Manage 
Data and Probability 

Relates real things to numbers on a graph. 
 

Level 2 – Manage 
Data and Probability 
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