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1. Employability skills are those personal skills, behaviors and attitudes seen as 

essential for success both personally and in the work world.  

 

2. Your skills are the abilities that you may already have!!  

 

a) If you are "skilled" in a certain area, you are able to perform that activity well 

or be competent in that area.  

b) The term "employability skills" comes from the Conference Board of Canada. 

It refers to the set of skills that employers need their employees to have to 

function in the Canadian workforce.  

 

3. What are Employers looking for? I have attached a copy as well as they can be 

found at What Are Employability Skills? Definition and Examples 

(thebalancecareers.com)  

 

4. These skills have been categorized into three main areas:  

  

 Fundamental Skills  
o skills that are needed as a base for further development. They include 

the ability to communicate, to manage information, to use numbers 

and think and solve problems.  

 

 Personal Management Skills  

o include attitudes and behaviours that drive your potential for growth. 

This includes your ability to be responsible, to be adaptable, to learn 

continuously and to work safely.  

 

  Teamwork Skills  

o needed to contribute productively to the workforce. This includes 

working with others and participating in projects and tasks.  

 

Work Place Etiquette 

How you present yourself to others in the business world speaks volumes. People 

often form first impressions about others within seconds of first meeting them 

therefore it is crucial to ensure you are properly prepared to present yourself as a 

professional. 
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EMPLOYABILITY SKILLS and WORKPLACE ETIQUETTE ASSIGNMENT (10 marks)  

 

Using the Employability Skills Chart (below) and provide the following:  

 

1. What skill do you do from FUNDAMENTAL: (no headings)  

 

 
2. What is your example of how you use that skill-be specific.  

 

 
3. What skill do you do from PERSONAL MANAGEMENT: (no headings)  

 

 
4. What is your example of how you use that skill-be specific.  

 

 
5. What skill do you do from TEAMWORK: (no headings)  

 

 
6. What is your example of how you use that skill-be specific.  

 

 
7. Explain why it is important to not use a cell phone at the work place?  

 

 
8. What are some things you can do to be proactive in the workplace?  

 

 
9. Why is working as a team important?  

 

 
10. Why is it important to familiarize yourself with the company rules and 

regulations?  
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