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Employability Skills Worksheet
Directions:  Use the “Employability Skills” PowerPoint to answer the following questions.
Be sure to save this file into your directory.
[bookmark: _GoBack]Underline each of your answers.
Print one copy when complete.







1. __________________________________ are those skills necessary for getting, keeping and being successful in a job.
2. While your _______________________________ and __________________________ may make you eligible to apply for a job, to be successful in the role you will need to exhibit a mix of skills: ‘employability skills’.
3. Depending on the job, _______________________________ is about being a good talker or a good writer.
4. ________________________________ means being good at working with people - both the people you work with and other people that come into contact with your organization.
5. ___________________________________ is about being able to find solutions when faced with difficulties or setbacks.
6. _______________________________ and _______________________________ are about being able to think creatively and to make improvements to the way things are. 
7. They're also about looking at the ________________________________________ and how the way you work fits into that.
8. _______________________________ and _______________________________ are about things like working out what is required to get a job done, and then working out when and how you'll do it. 
9. They're also about things like developing ______________________________________ and meeting deadlines.
10. ______________________________________________ is about getting on with your work without someone having to check up on you every five minutes.
11. ____________________________________ is about wanting to understand new things and being able to pick them up quickly. 
12. It's also about being able to take on new tasks and to adapt when the way things are done in the __________________________________________.
13. __________________________________________ that employers want include things like being able to use a computer for word processing and sending email, or knowing how to use a photocopier.
14. Improving your employability skills through education, training and ____________________ _____________________________________ can give you an edge in the job market.
15. You can advance your education and improve your employability skills by getting a degree or certification, completing __________________________________________________ or participating in internships and work-study opportunities.
16. _______________________________________________ are vital to advancing your career. 
17. Improve your employability skills in this arena by volunteering to take __________________ or ______________________________ roles in your workplace or community.
18. You can develop your own ______________________________________ by participating in steering committees, boards and councils or volunteer groups.
19. _________________________________ and _________________________________ skills are important in nearly every business or industry.
20. Regardless of the line of work you enter, ______________________________________ and __________________________________ are important skills to master.
