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STUDENT: ___________________________________



WORK SKILLS: ___________________________

KEY WORK SKILL: Communicating Ideas and Information

Attending Work
Excellent
Good
Could Be Better

I can:-




· Phone in work if I am going to be late or sick.




· Always get to work on time




· Show people when I like the work




Working on the Job




I can:-




· Talk and listen well




· Give other people enough body space




· Look at the person talking




· Ask for help when I need it




· Speak so people can hear me




· Begin talking, when I need to




· Say hello and goodbye




· Use good manners when talking, say  hello, thankyou, and goodbye




· Say thankyou




· Say what I need, using manners




MY COMMENT:
__________________________________________________________________________________________________________________________________________________________________________________

EMPLOYER’S COMMENT:

________________________________________________________________________________________________________________________________________________ DATE: ____________________________

KEY SKILL: Collecting Analysing and Organising Information

Working with the Boss
Excellent
Good
Could Be Better

I can:-




· Do what I am asked to do when it is safe




· Let people know that I understand what they want me to do




· Ask questions when I am not clear about what to do




· Do things quickly when told




Working on the Job




I can:-




· Remember what I have to do




· Work out a way to remember new things




· Find out where things that I need to use are kept




· Look after my work things




· Use the right names for people




MY COMMENT:

________________________________________________________________________________________________________________________________________________________________________________________

EMPLOYER’S COMMENT:

____________________________________________________________________________________________________________________________________________DATE: ______________________________________

KEY WORK SKILL: Using Mathematical Ideas and Techniques

Attending Work
Excellent
Good
Could Be Better

I can:-




· Clock on or sign on at the right time




· Get back to work after break times




· Start new tasks on time




· Finish jobs on time




Work Place




I can:-




· Set up materials and tools for tasks




· Measure things




· Calculate numbers




· Read and write correct numbers in right places eg. Charts




MY COMMENT:

________________________________________________________________________________________________________________________________________________________________________________________

EMPLOYER’S COMMENT:
__________________________________________________________________________________________________________________________________________________ DATE: _______________________________

Key Work SKills: Working With Others and in Teams

Attending Work
Excellent
Good
Could Be Better

I can:-




· Come to work each day looking right




· Wear the right clothes for the job




· Listen to what I am told




Working with the Boss




I can:-




· Fix up my work without getting mad




· Speak politely to the Boss




· Work next to other people




Working with Others




I can:-




· Help others, when they need me to




· Remember other peoples needs as well as my own




· Be honest




· Keep my temper




· Talk to the right people if others harass me




Working on the Job




I know:-




· Keep me working even if the task is hard or boring or noisy




· Keep my work place tidy




· Ask permission when I have to




· Check my own work to see that I have done a good job




· How to offer help if someone asks




· What I have to ask permission for




· Leave other peoples things alone




· Tell the right person if something is wrong or not safe




MY COMMENT:  ______________________________________________________________________________________________________________________________________________

EMPLOYER’S COMMENT:_______________________________________________________________________________________________
DATE: ___________________________________

KEY WORK SKILL: Using Technology

Working on the Job
Excellent
Good
Could Be Better

I can:-




· Name most of the tools and machines and say what they do




· Use the right tools for the task




Working Safely




I can:-




· Follow safety rules for the work place




· Follow fire alarm rules




· Read safety signs




MY COMMENT:

________________________________________________________________________________________________________________________________________________________________________________________

EMPLOYER’S COMMENT:

_______________________________________________________________________________________________________________________________________________ DATE: __________________________________

KEY WORK SKILLS: Planning, Organising Activities and Solving Problems

Working with the Boss
Excellent
Good
Could Be Better

I can:-




· Keep working, once I know what to do




· Take breaks correctly eg. toilet breaks, meals and rest, medicine 




· Work out things from a list or a plan




Working on the Job




I can:-




· Get back on the job after people interrupt me




· Finish one job before starting another




· Check that my job is well done (eg. from checklist)




· Join or get help from a Union if I want to




· Talk to the right person




· Cope with changes




MY COMMENT:

________________________________________________________________________________________________________________________________________________________________________________________

EMPLOYER’S COMMENT:
_____________________________________________________________________________________________________________________________ DATE: ____________________________________________________
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