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Lesson Element
Personal skills and qualities

Instructions and answers for tutors 

(Activities 7-12)
These instructions cover the learner activity section which can be found on page 13. This Lesson element supports Cambridge Progression and Life Skills.

When distributing the activity section to the learners either as a printed copy or as a Word file, you will need to remove the tutor instructions section.
The activity

This Lesson Element supports the Project Approach, Effective communication for work, Pre-employment Skills.  This Lesson Element contains six activities (number 7 – 12).  A further six activities are contained within the Lesson Element Communication skills in the workplace (Activities 1-6) which also support the Project Approach, Effective communication for work, Pre-employment Skills.
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In this Lesson Element, learners could complete a number of activities which will enable them to consider the personal skills and qualities needed in the workplace.
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Activity 7 – What are personal skills and qualities?

Explain to the learners that employees need certain personal skills and qualities to be successful at work. Tell the learners the following:

· ‘Personal skills’ relate to something that a person CAN DO. For example, I can talk to people over the telephone. 

· ‘Qualities’ relate to part of someone’s personality. For example, I am truthful.

Write the following two lists on the whiteboard:

Personal skills

· Listening skills.

· Organisational skills.

· Driving skills.

Qualities
· Honest.

· Positive.

· Motivated.

Show the learners a short video clip about Nathan, who is a joiner.

Link to clip:

http://www.careerswales.com/en/job-details/10042
Ask the learners to list the personal skills and qualities that they believe Nathan needs to be successful in his job. 

	Personal skills
	Qualities

	Maths skills
	Pay attention to detail

	Team working skills
	Hardworking

	Communication skills
	

	
	


Ask the learners to work in pairs to think of a job role they are both interested in (one job role for each of them) and to list the personal skills and qualities needed for that job. Ask them to feedback their ideas to the rest of the group.

	Example job role:
	Hairdresser

	Personal skills
	Qualities

	Maths skills
	Hardworking

	Communications skills
	Punctual

	
	

	
	


Activity 8 – Are you listening?

Tell the learners that each one of us has different personal skills and qualities and explain that this is one of the reasons why we are all different.

Tell them that most employers value listening skills in employees. One part of having good listening skills is the ability to show others that they are being listened too.

Ask the learners to work in pairs to think of ways that a person could use to show that they are listening to someone. Ask them to think about both ‘verbal’ and ‘non-verbal’ ways. 

Write these meanings on the whiteboard:

· Verbal = spoken words/noises from the mouth.

· Non-verbal = body language/facial expressions.

Ask the learners to record their ideas in the diagram in the learner activity booklet.

Explain to the learners that a person can give non-verbal signals that show lack of attention in what someone is saying. For example, they could put their head on the desk and close their eyes. Explain to them that this behaviour is considered as rude.

Ask the learners to work in pairs to list two non-verbal signals that show lack of attention. Ask them to develop a one-minute role-play that involves a person who is talking and a person who is not paying attention. Ask the learners to act out the role-play.

Ask the learners to discuss the personal skills and qualities that they possess with another person. Ask them to work alone to complete the personal skills and qualities questionnaire in the learner task sheet.

Ask the learners to highlight any personal skills and qualities that they are especially good at. Ask them to identify any that match those listed for the job they expressed an interest in at the end of Activity 1.

Activity 9 – Improving personal skills and qualities

Explain to the learners that certain personal skills or qualities may need to be improved to be successful in work.

Write this example on the whiteboard:

Jim wants to be a joiner, but his maths skills are not very good. To develop these skills he could enrol on a maths course in a college.

Ask the learners to work in pairs. Ask them to match the ‘personal skills or qualities to be developed’ cards to the ‘how to improve’ cards. 

Cards to be cut out:

	Personal skills or qualities to be developed

Writing skills


	How to improve

Enrol on an English class.



	Personal skills or qualities to be developed

Driving skills


	How to improve

Book some driving lessons.



	Personal skills or qualities to be developed

Flexibility


	How to improve

Try to be better at changing my plans to suit others.



	Personal skills or qualities to be developed

Managing money


	How to improve

Budget my spending and look after my savings better.



Tell the learners that they are going to work in pairs to develop two questions about personal skills or qualities to ask another paired group.

Explain that there are different types of questions and that questions can be ‘closed’ or ‘open’. Write the following examples of closed and open questions:
A closed question = requires a ‘yes’ or ‘no’ answer, e.g. Are you good at maths?

An open question = requires a longer answer and cannot be answered with ‘yes’ or ‘no’, e.g. How could you improve your motivation?

In their paired groups, ask the learners to develop one open and one closed question about personal skills or qualities and get them to ask another learner the questions and record the questions and responses in the learner task sheet.

Ask the learners to work alone to look at the personal skills and qualities questionnaire that they completed in Activity 8. Get them to identify one of these that they need to improve upon. 

Explain to the learners that this is their own personal area for development and ask them to record this in the learner task sheet.

Activity 10 – Personal skills and qualities and different jobs

Explain to the learners that verbal clues can be used to identify the gist of spoken language. Write the following examples on the whiteboard:

1. A customer says:

“My point is (( verbal clue) that the product does not work properly.”

This clearly means that he/she is talking about the fact that they are having problems with a product.

2. The boss says:

“It is vital to know (( verbal clue) that staff must arrive on time for work.”

This clearly means that he/she is talking about the need for punctuality at work

Highlight or underline the verbal clues in the examples.

Say to the learners:

It is important to know that there are many job roles that a person could consider for work.
Ask the learners to identify the verbal clue that you have used that identifies what you are talking about.

Learners should respond with “It is important to know”.

Write the following two job roles on the whiteboard:

· Nurse.

· Plumber.

Ask the learners to work in small groups to discuss other job roles and to record these in the learner activity sheet.

Ask the learners to work in pairs. Give each pair the following set of texts. Ask them to write down the personal skills or qualities required for each job in the learner activity sheet.
	Text 1
	Text 2
	Text 3

	Job vacancy

Computer games developer

Salary - £25,000 per year
Required skills/qualities:
Good computer skills

Good teamwork skills 

Creativity

Flexibility

Contact Fred at: www.games4thebest.coz
	Job vacancy

Dog handler

Salary - £24,000 per year
Required skills/qualities:
Self-confidence

Patience

The ability to care for a dog

Observation skills
Contact Mrs James at: www.doghandlingtosave.coz
	Job vacancy

DJ

Salary - variable

Required skills/qualities:
Passion for music

Confidence

Calmness under pressure

Communication skills
Contact Mr Beat Box at:

www.DJtheworld.coz


Ask the learners to work in small groups to discuss the different ways of finding out about different job roles. Ask them to feedback their ideas to the group.

Example answers:

Ways of finding out about different job roles.

1. Newspaper adverts.

2. Job centre.

3. Careers guidance.

Ask the learners to look at the job descriptions in the learner task sheet to find out about job roles that may interest them. Ask the learners to circle or highlight any job roles that they may be interested in. (Other job descriptions can be provided, such as those in local newspaper advertisements.)

Activity 11 – Matching personal skills and qualities

Explain to the learners that it is a good idea to match your own personal skills or qualities to those required in a job. Write the following examples on the whiteboard:

· Ali is a caring person, who likes being with people. He also has good communication skills. He might suit a career in nursing.

· Su has good practical skills and problem-solving skills. She is happy to work alone or with others in a team. She might suit a career in plumbing.

Tell the learners that, in this session, they are going to have a go at delivering a short presentation to the rest of the group. Explain that presentations should be delivered clearly so that others can understand what is being said. 

Write the following tips, to help the learners to deliver a good presentation, on the whiteboard:

· Do speak clearly.

· Don’t speak too fast or too slow.

· Don’t leave long pauses between words or sentences.

Ask the learners to work in pairs. Ask them to identify two potential jobs and to list the personal skills and qualities required for those jobs. As a pair, ask the learners to use their ideas to develop an informative presentation (using ICT) to deliver to the rest of the group.

Ask the learners to deliver the presentation to the group. 

Provide feedback to the learners in the following way:

· Tell them one thing that went well.

· Tell them one way of improving.

Ask the learners to work alone to choose a job role that best suits their personal skills and qualities and to record the information in the learner task sheet.

Activity 12 – Your CV

Explain to the learners that words or phrases can be used in spoken language to show that information is either ‘new’ or ‘repeated’. Write the following examples on the whiteboard:

New information – “This year we are going to employ more staff.”
Repeated information – “As I mentioned earlier, we are going to employ more staff.”
Say to the learners:

So, to clarify what I have said, we will be expanding the company. Ask the learners to identify if what you have said is new or repeated (the answer is ‘repeated’).

Explain to the learners that in order to take on new staff, employers need to see a CV that relates to the person who is applying for employment. Tell the learners that CV means ‘curriculum vitae’ and this is a Latin expression, which means ‘the course of one’s life’. 

Write the following list of information that could be detailed in a CV on the whiteboard:

· Name

· Address

· Date of Birth

· Contact telephone number

· Education and qualifications

· Work experience

· Hobbies and interests

Ask the learners to look at the sample CV in the learner task sheet. Tell them that there are five spelling errors in the document and ask them to work in pairs to identify and circle the spelling errors.
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Ask the learners to start writing their own CV by completing the ‘CV - Part 1’ section in the learner task sheet. Stress to the learners the need to use capital letters when using proper nouns (e.g. Mr Gary Staines, 22 Benty Lane etc.) and the need to use accurate spelling.

Tell the learners the following:

1. The ‘education and qualifications’ section requires them to name the schools and/or colleges that they have attended and the qualifications that they have achieved.

2. The ‘work experience’ section requires them to provide details of any work experience they have had, e.g. ‘Waiter at Frank and Jim’s Restaurant – Jan 2013 to March 2014’.

Ask the learners to work in pairs to discuss their education, qualifications and work experience. Ask them to support each other to complete the ‘CV - Part 2’ section in the learner task sheet.

Tell the learners that the ‘hobbies and interests’ section requires them to provide details about what they like to do in their spare time. For example, watch comedy films, work out at the gym, go walking etc. 

Ask the learners to work in small groups to talk about their hobbies and interests. Encourage the learners to use turn-taking conventions (eye-contact and verbal cues) to ensure that everyone has the opportunity to speak during the discussion.  Provide them with a large sheet of blank paper and ask them record the group’s hobbies and interests and then feed these back to the whole group.

Finally, ask the learners to complete the ‘CV – Part 3’ section in the learner task sheet.



Lesson Element

Communication skills in the workplace

Learner activity booklet

Activity 7 – What are personal skills and qualities?

Employees need certain personal skills and qualities to be successful at work. 

A personal skill and a quality can be described as:

· A personal skill – this is something that a person CAN DO. For example, someone may be able to talk well to people over the telephone. 

· A quality – this is a good part of someone’s personality. For example, I am truthful.

These are two short lists of personal skills and qualities:

Personal skills

· Listening skills.

· Organisational skills.

· Driving skills.

Qualities

· Honest.

· Positive.

· Motivated.

Your tutor is going to show you a short video clip about Nathan, who is a joiner.

List the personal skills and qualities that you think Nathan needs to be successful in his job.

	Personal skills
	Qualities

	
	

	
	

	
	

	
	


Work in pairs to think of a job role you are both interested (one job role for each of you) in and list the personal skills and qualities needed for that job. Feedback your ideas to the rest of the group.

	Job role that I am interested in is:


	

	The personal skills needed for the job are:


	

	The qualities needed for the job are:


	


Activity 8 – Are you listening?

Each one of us has different personal skills and qualities. This is one of the reasons why we are all different.

Most employers value listening skills in employees. One part of having good listening skills is the ability to show others that they are being listened too.

Work in pairs to think of ways that a person could use to show that they are listening to someone. Think about both ‘verbal’ and ‘non-verbal’ ways. 

These are their meanings:

· Verbal = spoken words/noises from the mouth.

· Non-verbal = body language/facial expressions.

Record your ideas in the diagram below.
A person can give non-verbal signals that show that they are NOT listening to what someone is saying. For example, they could put their head on the desk and close their eyes. This behaviour is considered as rude.

Work in pairs to write down two non-verbal signals that show that someone is NOT paying attention to someone who is talking. 


Develop a one-minute role-play that involves a person who is talking and a person who is NOT paying attention. 


Act out the role-play.

Now discuss the personal skills and qualities that you think you might have with another person. Then work alone to complete this personal skills and qualities questionnaire. 

Personal skills and qualities questionnaire
(Tick the correct box)


Very Good
Not bad
Need to improve

I can speak clearly to other people
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

I can listen well to what other
people are saying
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

I can work well in a team of people
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

I have good practical skills
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

I have good maths skills
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

I am a caring person 
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

I am a motivated person
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

I can solve problems 
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

I have good computer skills
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Highlight any personal skills and qualities that you are very good at. 

List below any that are the same as those identified for the job role you said you were interested in at the end of Activity 7.

___________________________

___________________________

___________________________

___________________________

Activity 9 – Improving personal skills and qualities

Certain personal skills or qualities may need to be improved to be successful in work.

For example:

Jim wants to be a joiner, but his maths skills are not very good. To develop these skills he could enrol on a maths course in a college.

Work in pairs. Your tutor will give you a set of cards. Match the ‘Personal skills or qualities to be developed’ cards to the ‘How to improve’ cards. 

You are now going to work in pairs to develop two questions about personal skills or qualities to ask another group.

There are different types of questions. Questions can be ‘closed’ or ‘open’. 

For example:

A closed question = requires a ‘yes’ or ‘no’ answer, e.g. are you good at maths?

An open question = requires a longer answer and cannot be answered with ‘yes’ or ‘no’, e.g. how could you improve your motivation?

Develop one open and one closed question about personal skills or qualities and ask another learner the questions. Record the questions and the learner’s answers in the table below.
Question 1:

	Closed question:
	The learner’s answer:

	
	


Question 2:

	Open question:
	The learner’s answer:

	
	


Working alone, look at the personal skills and qualities questionnaire that you completed in Activity 8. Name one of these that you need to improve upon. 

	I need to improve:


	


This is your own personal area for development. 

Activity 10 – Personal skills and qualities and different jobs

Verbal clues can be used to identify the gist or main point of spoken language. 

These are two examples (the verbal clues have been highlighted in yellow and underlined):

1. A customer says:

“My point is that the product does not work properly.”

This clearly means that he/she is talking about the fact that they are having problems with a product.

2. The boss says:

“It is vital to know that staff must arrive on time for work.”

This clearly means that he/she is talking about the need for punctuality at work.
Your tutor will say:

It is important to know that there are many job roles that a person could consider for work.
Underline or highlight the verbal clue that your tutor has used that identifies what he/she is talking about.

There are many job roles that a person could consider for work.

These are two possible job roles that a person could choose:

· Nurse.

· Plumber.

Work in small groups to discuss other job roles and to record these below.

	Possible job roles that a person could choose



	

	

	


Work in pairs. Your tutor will give you a set of job vacancy cards. Write down the personal skills or qualities required for each job.

	Text 1
	Text 2
	Text 3

	Computer games developer

Required skills/qualities:


	Dog handler

Required skills/qualities:


	DJ

Required skills/qualities:




Work in small groups to discuss the different ways of finding out about different job roles. Be prepared to feedback your ideas to the whole group.

Look at the following job descriptions to find out about job roles that may interest you. Circle or highlight any job roles that you are interested in. 

	Chef 

A chef prepares food for others using many cooking methods. They work as part of a team. If you love food then this could be the job for you!


	Bricklayer  

A bricklayer builds and repairs wall and stonework. They can work alone or as part of a team. If you have good practical skills then this could be the job for you! 


	Bus or taxi driver 

A bus or taxi driver transports people on journeys. They must have good driving skills and be patient. If you love driving then this could be the job for you!
	Care assistant 

If you are caring and enjoy helping people and want to make a difference to people’s lives then this could be the job for you!

	Web designer 

A web designer uses creative skills to build new websites. If you are interested in computers then this could be the job for you!
	Sales assistant If you like the idea of making shopping fun for others then this could be the job for you! Sales assistants need good communication skills and a positive attitude.


	TV presenter 

If you have a clear voice and a good memory then this could be the job for you! The main role of a TV presenter is to interview people, so they must be good with people.
	Tour guide 

Tour guides show visitors around interesting historical places. If you like dealing with the public and you are interested in history then this could be the job for you!


Activity 11 – Matching personal skills and qualities

It is a good idea to match your own personal skills or qualities to those required in a job. 

For example:

· Ali is a caring person, who likes being with people. He also has good communication skills. He might suit a career in nursing.

· Su has good practical skills and problem-solving skills. She is happy to work alone or with others in a team. She might suit a career in plumbing.

In this session you are going to have to practise delivering a short presentation to the rest of the group. The presentation should be delivered clearly so that others can understand what you are saying. 

These are some tips to help you:

· Do speak clearly.

· Don’t speak too fast or too slow.

· Don’t leave long pauses between words or sentences.

Work in pairs. Choose two jobs and list the personal skills or qualities required for those jobs.

	Job Role:
	

	Personal skills required:
	Qualities required:



	
	

	
	

	
	

	
	


As a pair, use your ideas to develop a presentation (using ICT) and deliver it to the rest of the group.

Your tutor will provide feedback in the following way:

· He or she will tell you one thing that went well.

· He or she will tell you one way of making it better next time.
What feedback did your tutor give you?


Work alone and choose a job role that best suits your personal skills or qualities and record the information below.

	My chosen job role is:
	It matches my personal skills or qualities because:

	
	


Activity 12 – Your CV

Words or phrases can be used in spoken language to show that information is either ‘new’ or ‘repeated’. These are two examples:

New information – “This year we are going to employ more staff.”
Repeated information – “As I mentioned earlier, we are going to employ more staff.”
Your tutor will say:

‘So, to clarify what I have said, we will be expanding the company.
Is this new or repeated information?  

Answer_______________________________

In order to take on new staff, employers need to see a CV that relates to the person who is applying for employment. CV means ‘curriculum vitae’ and this is a Latin expression, which means ‘the course of one’s life’. 

This is a list of information that could be included in a CV:

· Name.

· Address.

· Date of Birth.

· Contact telephone number.

· Education and qualifications.

· Work experience.

· Hobbies and interests.

Look at this sample CV. 


There are five spelling errors in this CV. Work in pairs to find them and circle the errors.

Start writing your own CV by completing the ‘CV - Part 1’ section below. 

CV – Part 1

	Curriculum Vitae

	Name:




	

	Address:
	

	Date of Birth:
	

	Telephone number:
	


You must use capital letters when using proper nouns (e.g. Mr Gary Staines, 22 Benty Lane etc.) and use accurate spelling.

Now work in pairs to discuss your education, qualifications and work experience. Help each other to complete the ‘CV - Part 2’ section below.

Helpful guidance:

The ‘education and qualifications’ section requires you to name the schools and/or colleges that you have attended and the qualifications that you have achieved.

The ‘work experience’ section requires you to provide details of any work experience you have had, e.g. ‘Waiter at Frank and Jim’s Restaurant – Jan 2013 to March 2014’.

CV – Part 2

	Education:




	

	Qualifications:
	

	Work experience:
	


The ‘hobbies and interests’ section in Part 3 below, requires you to provide details about what you like to do in your spare time. For example, ‘I like to watch comedy films and work out at the gym. I also like to go walking.’

Work in small groups to talk about your hobbies and interests. Make sure that you allow people to take turns when they are speaking. Use the large sheet of blank paper provided by your tutor to record the group’s hobbies and interests and feed these back to the whole group.

Lastly, complete the CV – Part 3 section below.

CV – Part 3

	Hobbies and interests:




	


123 – This activity offers an opportunity for maths skills development.





ABC – This activity offers an opportunity for English skills development.





WORK – This activity offers an opportunity for work experience.





Curriculum Vitae


Name:				Paul Warren


Address:			1 Green Street


				Leeds


				L1 6RT


Date of Birth:			04/04/1972


Telephone number:		01623 56 56 56


Education and qualifications:	King Peter’s School - Leeds


				GCSE English, Maths, ICT, Histry


Work Experience:		Waiter – Gino’s Restrant, Leeds


				April 2013 to September 2014


 Hobbies and interests:		I enjy reading books.


				I play futball for a local team.


				I like to visit the cinema to see filmms.





				


	








OCR Resources: the small print�OCR’s resources are provided to support the teaching of OCR specifications, but in no way constitute an endorsed teaching method that is required by the Board, and the decision to use them lies with the individual teacher.   Whilst every effort is made to ensure the accuracy of the content, OCR cannot be held responsible for any errors or omissions within these resources. �© OCR 2015 - This resource may be freely copied and distributed, as long as the OCR logo and this message remain intact and OCR is acknowledged as the originator of this work.


Please get in touch if you want to discuss the accessibility of resources we offer to support delivery of our qualifications: �HYPERLINK "mailto:resources.feedback@ocr.org.uk"��resources.feedback@ocr.org.uk�





We’d like to know your view on the resources we produce.  By clicking on ‘�HYPERLINK "mailto:resources.feedback@ocr.org.uk?subject=I%20Liked%20Cambridge%20Progression,%20Life%20Skills%20Lesson%20Element%20on%20Personal%20Skills%20and%20Qualities"��Like�’ or ‘�HYPERLINK "mailto:resources.feedback@ocr.org.uk?subject=I%20Disliked%20Cambridge%20Progression,%20Life%20Skills%20Lesson%20Element%20on%20Personal%20Skills%20and%20Qualities"��Dislike�’ you can help us to ensure that our resources work for you.  When the email template pops up please add additional comments if you wish and then just click ‘Send’.  Thank you.


If you do not currently offer this OCR qualification but would like to do so, please complete the Expression of Interest Form which can be found here: �HYPERLINK "http://www.ocr.org.uk/expression-of-interest"��www.ocr.org.uk/expression-of-interest�





OCR Resources: the small print�OCR’s resources are provided to support the teaching of OCR specifications, but in no way constitute an endorsed teaching method that is required by the Board, and the decision to use them lies with the individual teacher.   Whilst every effort is made to ensure the accuracy of the content, OCR cannot be held responsible for any errors or omissions within these resources. �© OCR 2015 - This resource may be freely copied and distributed, as long as the OCR logo and this message remain intact and OCR is acknowledged as the originator of this work.


OCR acknowledges the use of the following content: Maths and English icons: Air0ne/Shutterstock.com


Please get in touch if you want to discuss the accessibility of resources we offer to support delivery of our qualifications: �HYPERLINK "mailto:resources.feedback@ocr.org.uk"��resources.feedback@ocr.org.uk�





I am going to be rude and give out non-verbal signals to show that I am not listening.





This is what I am going to do to show that I not paying attention:


______________________


______________________





Person who is talking:


_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

















Person who is not listening:


____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

















 





Ways of finding out about different job roles:





1. 


2. 


3. 


4. 
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				GCSE English, Maths, ICT, Histry


Work Experience:		Waiter – Gino’s Restrant, Leeds


				April 2013 to September 2014


 Hobbies and interests:		I enjy reading books.


				I play futball for a local team.


				I like to visit the cinema to see filmms.
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