
“Working Smart” Soft Skills Program              Instructor Guide   p i                          Section I: Preface   

Instructor Guide

The	
   “Working	
  Smart”	
   so3	
  skills	
   program	
  is	
   a	
  product	
   of	
   Charlo;e	
  Mecklenburg	
  Workforce	
   Development	
  Partners	
  
(CMWDF),	
  wri;en	
  by	
  Steve	
  Parese,	
  with	
  funding	
  support	
  from	
  the	
  FoundaGon	
  for	
  the	
  Carolinas	
  and	
  Charlo;e	
  Works.	
  
Copyright	
  to	
  all	
  wri;en	
  materials	
   is	
   owned	
  by	
   Steve	
  Parese,	
  with	
  an	
  unlimited	
  license	
   to	
  use	
  and	
  reproduce	
   these	
  
materials	
  granted	
  to	
  CMWDF	
  for	
  training	
  within	
  the	
  states	
  of	
  North	
  and	
  South	
  Carolina.	
  The	
  curriculum	
  is	
  approved	
  
for	
  use	
   only	
  by	
   cerGfied	
  “Working	
  Smart”	
  instructors	
   who	
  have	
   completed	
  an	
  approved	
   instructor	
  training	
  session	
  
conducted	
  by	
  the	
  author	
  or	
  by	
  one	
  of	
  the	
  Master	
  Trainers	
  listed	
  on	
  the	
  following	
  page.

	
  
Copyright	
  ©	
  2014	
  by	
  Steve	
  Parese,	
  Ed.D.

“Working Smart” Soft Skills Program                 p 19                                  Module 1: Self-Awareness    

Today’s(Vocabulary:

______________________________________________

______________________________________________

______________________________________________

______________________________________________

Quote(of(the(Day:

Module(1
Lesson&3

cognitive 

cycle

“Working Smart”
Soft Skills for Workplace Success

Work and life skills that enhance employee productivity



“Working Smart” Soft Skills Program              Instructor Guide   p ii                          Section I: Preface   

ACKNOWLEDGEMENTS
Thanks	
  are	
  due	
  to	
  the	
  following	
  individuals	
  who	
  made	
  significant	
  contribu8ons	
  to	
  the	
  curriculum:

Sheena	
  (Ashley)	
  Bossie,*	
  Central	
  Piedmont	
  Community	
  College	
   	
   (Master	
  Trainer)
Jim	
  Korth,*	
  CharloFe	
  Works	
  
Kathi	
  McLendon,*	
  Central	
  Piedmont	
  Community	
  College
Erik	
  Ortega,*	
  Center	
  for	
  Community	
  Transi8ons 	
  	
   	
   	
   	
   (Master	
  Trainer)
Shay	
  Landreth,*	
  Goodwill	
  Industries	
  of	
  the	
  Southern	
  Piedmont	
  	
   	
   (Master	
  Trainer)
Donna	
  Sobotkin,*	
  NC	
  DHHS,	
  Division	
  of	
  Voca8onal	
  Rehabilita8on	
  

Robin	
  Bryan,	
  CharloFe/Mecklenburg	
  Libraries
Lori	
  Carlson,	
  NC	
  DHHS,	
  Division	
  of	
  Voca8onal	
  Rehabilita8on
Robert	
  Daughtridge,	
  Life	
  Connec8ons,	
  Inc.	
   	
   	
   	
   	
  
Sheila	
  Funderburke,	
  formerly	
  of	
  Urban	
  League
Margaret	
  Gibson,	
  Central	
  Piedmont	
  Community	
  College
PauleFe	
  Griffin,	
  Goodwill	
  Industries	
  of	
  the	
  Southern	
  Piedmont
Holly	
  Gryder-­‐Rash,	
  formerly	
  of	
  CharloFe	
  Works
Julia	
  Hanson,	
  CharloFe/Mecklenburg	
  Libraries
Jance	
  Hughes,	
  Goodwill	
  Industries	
  of	
  the	
  Southern	
  Piedmont	
   	
   	
   (Master	
  Trainer)
Benjamin	
  June,	
  Center	
  for	
  Community	
  Transi8ons 	
   	
   	
   	
   (Master	
  Trainer)
Anastasia	
  Knight,	
  Central	
  Piedmont	
  Community	
  College	
  	
   	
   	
   (Master	
  Trainer)
Carol	
  Morris,	
  Founda8on	
  for	
  the	
  Carolinas	
  
Julie	
  Paul,	
  CharloFe	
  Works

*These	
  individuals	
  are	
  due	
  special	
  thanks	
  for	
  their	
  Greless	
  involvement	
  and	
  excepGonal	
  contribuGons	
  
throughout	
  the	
  enGre	
  18-­‐month	
  curriculum	
  development	
  process.

Employer	
  representa8ves	
  who	
  contributed	
  insights	
  and	
  feedback	
  during	
  focus	
  groups:	
  
Laura	
  Bates,	
  Interna8onal	
  Paper
Raymond	
  Silinski,	
  Snyders-­‐Lance,	
  Inc.
Brooks	
  Thurston,	
  Ingersoll	
  Rand
Scioscia	
  Storks,	
  NCO	
  Group
Jean	
  Gilreath,	
  JS	
  Gilreath	
  Consul8ng
Harriet	
  Reeves	
  Brandon,	
  Educare	
  Child	
  Care	
  Services

-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐-­‐

This 	
  curriculum	
  is 	
  approved	
  for	
  use	
  only	
   by	
   cer8fied	
  “Working	
  Smart”	
   instructors 	
  who	
  have	
  completed	
  an	
  
approved	
  instructor	
  training	
  session	
  conducted	
  by	
  the	
  author	
  or	
  by	
  one	
  of	
  the	
  Master	
  Trainers	
  above.

For	
  informa8on	
  about	
  training	
  within	
  NC	
  &	
  SC,	
  contact:	
  Kathi	
  McLendon	
  at	
  Kathi.McLendon@cpcc.edu
For	
  informa8on	
  about	
  training	
  in	
  other	
  states,	
  contact:	
  Steve	
  Parese	
  at	
  SBParese@aol.com

Copyright	
  ©	
  2014	
  by	
  Steve	
  Parese,	
  Ed.D.



“Working Smart” Soft Skills Program              Instructor Guide   p iii                          Section I: Preface   

“Working Smart” Soft Skills Program                 p 19                                  Module 1: Self-Awareness    

Today’s(Vocabulary:

______________________________________________

______________________________________________

______________________________________________

______________________________________________

Quote(of(the(Day:

Module(1
Lesson&3

cognitive 

cycle

“Working Smart”
Soft Skills for Workplace Success

Work and life skills that enhance employee productivity

TABLE	
  OF	
  CONTENTS
SECTION	
  I:	
  	
  PREFACE

A.	
  	
  Course	
  Ra,onale	
  ………………………………………………………………………………...…	
   vii

B.	
  	
  So4	
  Skill	
  Categories	
  ………………………………………………………………..………………	
   vii

C.	
  	
  Failure	
  to	
  Use	
  So4	
  Skills	
  ………………………………………………………………..……….	
   viii

D.	
  	
  Effec,ve	
  Interven,on	
  Strategies	
  ……………………………………………………………	
   viii

E.	
  	
  Typical	
  So4	
  Skills	
  Lesson	
  Outline	
  ……………………………………………………………	
   ix

F.	
  	
  Lesson-­‐by-­‐Lesson	
  Objec,ves	
  ………………………………………………………………..…	
   x

G.	
  	
  Assessing	
  So4	
  Skills	
  ………………………………………………………………..……………..	
   xiv

SECTION	
  II:	
  	
  LESSON	
  GUIDES
Module	
  1:	
  	
  Self-­‐Awareness	
  Skills

Lesson	
  1:	
  	
  Personal	
  Branding	
  ………………………………………………………………………	
   5

Lesson	
  2:	
  Self-­‐Change	
  …………………………………..…………………………………….………	
   11

Lesson	
  3:	
  	
  Cogni,ve	
  Cycle	
  ……………………………………………………………………………	
   17

Summary:	
  Module	
  1	
  …………………………..………………………….…	
  Instructor	
  Supplements

Module	
  2:	
  Self-­‐Management	
  Skills

Lesson	
  4:	
  	
  Dealing	
  with	
  Stress	
  ……………………………………………………………………..	
   31

Lesson	
  5:	
  	
  Warning	
  Signs	
  ……………………………………..………………………………………	
   39

Lesson	
  6:	
  	
  Personal	
  Reac,ons	
  ……………………………………………………………………..	
   47

Lesson	
  7:	
  	
  Staying	
  Calm	
  &	
  Clear………………………………………………………………...…	
   57

Summary:	
  Module	
  2	
  …………………………..………………………….…	
  Instructor	
  Supplements



“Working Smart” Soft Skills Program              Instructor Guide   p iv                          Section I: Preface   

Module	
  3:	
  Work	
  Ethics	
  	
  

Lesson	
  8:	
  	
  Employer	
  Expecta,ons	
  ……………………………………………………………..	
   71

Lesson	
  9:	
  	
  Code-­‐Switching	
  …………………………………………………………………………	
   79

Summary:	
  Module	
  3	
  …………………………..………………………….…	
  Instructor	
  Supplements

Module	
  4:	
  	
  Communica@on	
  Skills

Lesson	
  10:	
  Ac,ve	
  Listening	
  …………………………………………………………………………..	
   91

Lesson	
  11:	
  Four	
  C’s	
  of	
  Communica,on	
  ………………………………………………………..	
   101

Lesson	
  12:	
  Expressing	
  Concerns	
  …………………………………………………………………..	
   109

Lesson	
  13:	
  Handling	
  Feedback	
  …………………………………………………………………….	
   119

Summary:	
  Module	
  4	
  …………………………..………………………….…	
  Instructor	
  Supplements

Module	
  5:	
  	
  Problem	
  Solving	
  Skills

Lesson	
  14:	
  Problems	
  and	
  Goals	
  ………………………………………………………………….	
   133

Lesson	
  15:	
  Facts	
  vs.	
  Opinions	
  ……………………………………………………………...………	
   147

Lesson	
  16:	
  Op,ons	
  and	
  Outcomes	
  ………………………………………………………………	
   157

Summary:	
  Module	
  5	
  …………………………..………………………….…	
  Instructor	
  Supplements

SECTION	
  III:	
  SUPPLEMENTS
All	
  Instructor	
  Supplements	
  are	
  provided	
  in	
  pdf	
  form	
  on	
  the	
  included	
  Instructor	
  CD.	
  
Updated	
  materials	
  will	
  be	
  made	
  available	
  for	
  access	
  by	
  cerGfied	
  “Working	
  Smart”	
  
instructors	
  on	
  the	
  website.	
  

To	
  access	
  restricted	
  webpage	
  for	
  Working	
  Smart	
  Instructors:



“Working Smart” Soft Skills Program              Instructor Guide   p v                          Section I: Preface   

A.	
  	
  Course	
  Ra@onale

This	
  course	
  is	
  designed	
  for	
  individuals	
  with	
  barriers	
  to	
  employment,	
  providing	
  them	
  with	
  
opportuni,es	
  to	
  learn	
  cri,cal,	
  work-­‐related	
  interpersonal	
  skills	
  and	
  insights.	
  	
  Each	
  lesson	
  
teaches	
  a	
  specific	
  so4	
  skill	
  or	
  insight	
  in-­‐demand	
  with	
  Charlo`e,	
  NC	
  area	
  employers	
  and	
  job	
  
developers.	
  	
  Two	
  decades	
  of	
  research	
  indicates	
  that	
  individuals	
  with	
  so4	
  skills	
  such	
  as	
  these	
  
are	
  more	
  a`rac,ve	
  to	
  employers	
  and	
  more	
  successful	
  in	
  the	
  workplace.	
  	
  

B.	
  	
  SoH	
  Skill	
  Categories

Vital	
  so4	
  skill	
  categories	
  revealed	
  during	
  mee,ngs	
  and	
  focus	
  groups	
  included:

1.	
  	
  Self-­‐Awareness	
  skills	
  needed	
  to	
  portray	
  a	
  confident	
  and	
  authen,c	
  sense	
  of	
  self.	
  
Examples	
  include	
  (a)	
  iden,fying	
  one’s	
  core	
  values	
  and	
  goals,	
  (b)	
  avoiding	
  a	
  vic,m	
  
mentality,	
  and	
  (c)	
  understanding	
  the	
  process	
  of	
  change.

2.	
  	
  Employer-­‐Awareness	
  skills	
  needed	
  to	
  separate	
  one’s	
  personal	
  and	
  professional	
  selves.	
  	
  
Examples	
  include	
  (a)	
  understanding	
  employer	
  unspoken	
  behavioral	
  expecta,ons,	
  (b)	
  
managing	
  compe,ng	
  home	
  vs.	
  work	
  demands,	
  (c)	
  taking	
  ini,a,ve/pulling	
  your	
  weight,	
  
and	
  (d)	
  using	
  professional	
  judgment	
  regarding	
  personal	
  vs	
  professional	
  boundaries	
  
(clothing,	
  language,	
  rela,onships,	
  tex,ng)	
  while	
  at	
  work.

3.	
  	
  Self-­‐Management	
  skills	
  needed	
  to	
  de-­‐escalate	
  oneself	
  in	
  highly	
  stressful	
  situa,ons	
  
which	
  could	
  put	
  jobs	
  at	
  risk.	
  Examples	
  include	
  (a)	
  understanding	
  the	
  impact	
  of	
  stress	
  on	
  
body	
  and	
  behavior	
  (fight,	
  flight,	
  and	
  freeze),	
  (b)	
  recognizing	
  triggering	
  situa,ons,	
  and	
  (c)	
  
using	
  de-­‐escala,on	
  strategies	
  when	
  angry	
  or	
  anxious.

4.	
  	
  Communica@on	
  skills	
  needed	
  to	
  handle	
  everyday	
  interac,ons	
  with	
  supervisors	
  and	
  co-­‐
workers	
  in	
  the	
  workplace.	
  Examples	
  include	
  (a)	
  how	
  to	
  listen	
  effec,vely,	
  (b)	
  how	
  to	
  ask	
  
for	
  clarifica,on,	
  (c)	
  how	
  to	
  express	
  oneself	
  in	
  wri,ng	
  including	
  wri`en	
  cyber	
  
communica,on,	
  and	
  (d)	
  how	
  to	
  understand	
  the	
  impact	
  of	
  non-­‐verbal/para-­‐verbal	
  
communica,on	
  (e.g.,	
  tone	
  of	
  voice,	
  body	
  gestures,	
  street	
  versus	
  standard	
  language).

5.	
  	
  Conflict	
  Resolu@on	
  skills	
  (aka	
  Teamwork	
  or	
  Interpersonal	
  skills)	
  needed	
  to	
  handle	
  more	
  
stressful	
  interac,ons	
  with	
  supervisors	
  and	
  co-­‐workers	
  in	
  the	
  workplace.	
  Examples	
  
include	
  (a)	
  how	
  to	
  deal	
  with	
  feedback	
  or	
  construc,ve	
  cri,cism,	
  (b)	
  how	
  to	
  express	
  
feelings/concerns,	
  and	
  (c)	
  how	
  to	
  reach	
  compromise	
  during	
  a	
  disagreement.
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6.	
  	
  Problem	
  Solving/Cri@cal	
  Thinking	
  skills	
  needed	
  to	
  work	
  through	
  complicated	
  work-­‐
related	
  interpersonal	
  problems.	
  Examples	
  include	
  (a)	
  how	
  to	
  iden,fy	
  a	
  problem	
  quickly	
  
and	
  focus	
  on	
  a	
  goal	
  rather	
  than	
  blame,	
  (b)	
  how	
  to	
  gather	
  factual	
  informa,on	
  about	
  a	
  
work-­‐related	
  problem	
  rather	
  than	
  making	
  assump,ons,	
  and	
  (c)	
  how	
  to	
  analyze	
  pros	
  and	
  
cons	
  of	
  various	
  op,ons	
  when	
  making	
  decisions.

C.	
  	
  Failure	
  to	
  Use	
  SoH	
  Skills

There	
  are	
  many	
  reasons	
  why	
  par,cipants	
  with	
  mul,ple	
  barriers	
  might	
  fail	
  to	
  use	
  these	
  
skills,	
  including:

1.	
  	
  Skill	
  Deficits,	
  meaning	
  that	
  par,cipants	
  simply	
  don’t	
  know	
  how	
  to	
  use	
  them	
  confidently	
  
or	
  competently	
  (e.g.,	
  become	
  rude	
  because	
  they	
  are	
  unskilled	
  at	
  managing	
  emo,ons).

2.	
  	
  Mo@va@on	
  Deficits,	
  meaning	
  that	
  par,cipants	
  are	
  not	
  interested	
  in	
  using	
  these	
  skills,	
  
o4en	
  because	
  they	
  do	
  not	
  perceive	
  the	
  value	
  or	
  struggle	
  with	
  compe,ng	
  mo,va,ons	
  
(e.g.,	
  skip	
  work	
  because	
  they	
  place	
  demands	
  of	
  family	
  or	
  friends	
  over	
  those	
  of	
  work).

3.	
  	
  Cogni@ve	
  (or	
  Cultural)	
  Conflicts,	
  meaning	
  that	
  par,cipants	
  judge	
  the	
  appropriateness	
  of	
  
their	
  behavior	
  in	
  one	
  seing	
  using	
  the	
  rules	
  of	
  another	
  (e.g.,	
  responding	
  defensively	
  at	
  
work	
  because	
  “that’s	
  how	
  I	
  was	
  raised”	
  at	
  home).

D.	
  	
  Effec@ve	
  Interven@on	
  Strategies

Given	
  the	
  presence	
  of	
  these	
  three	
  co-­‐exis,ng	
  reasons	
  for	
  “inappropriate”	
  workplace	
  
behavior,	
  an	
  effec,ve	
  so4	
  skills	
  curriculum	
  should:

1.	
  	
   Address	
  skill	
  deficits.	
  It	
  must	
  teach	
  essen,al	
  skills	
  in	
  an	
  engaging	
  and	
  educa,onal	
  
manner,	
  using	
  sound	
  cogni,ve-­‐behavioral	
  principles	
  of	
  instruc,on	
  and	
  various	
  teaching	
  
strategies	
  which	
  appeal	
  to	
  par,cipants’	
  varied	
  learning	
  styles.	
  It	
  should	
  include	
  bright,	
  
eye-­‐catching	
  visuals;	
  user-­‐friendly	
  wri`en	
  materials;	
  drama,c,	
  relevant	
  role	
  plays;	
  fun	
  
and	
  energizing	
  ac,vi,es.

2.	
  	
   Address	
  mo@va@on	
  deficits.	
  It	
  must	
  incorporate	
  elements	
  of	
  values	
  clarifica,on	
  such	
  as	
  
explora,on	
  of	
  par,cipants’	
  goals	
  and	
  values	
  and	
  understanding	
  of	
  change,	
  while	
  
training	
  instructors	
  to	
  use	
  mo,va,onal	
  interviewing	
  strategies	
  designed	
  to	
  lessen	
  
resistance	
  and	
  improve	
  collabora,on.

3.	
  	
   Address	
  cogni@ve/cultural	
  conflicts.	
  It	
  must	
  acknowledge	
  the	
  value	
  of	
  par,cipants’	
  
personal/survival	
  mindsets	
  while	
  at	
  home/street,	
  yet	
  teach	
  them	
  to	
  code-­‐switch	
  to	
  a	
  
professional/employment-­‐centered	
  mindset	
  while	
  at	
  work.
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E.	
  	
  Typical	
  SoH	
  Skills	
  Lesson	
  Outline

A	
  large	
  body	
  of	
  research	
  and	
  prac,ce	
  in	
  cogni,ve-­‐behavioral	
  skills	
  offers	
  an	
  effec,ve	
  direct-­‐
instruc,on	
  approach	
  for	
  teaching	
  these	
  skills,	
  which	
  is	
  embedded	
  in	
  each	
  lesson.	
  	
  A	
  typical	
  
“Working	
  Smart”	
  lesson	
  requires	
  90	
  	
  minutes	
  (1.5	
  hours)	
  for	
  a	
  group	
  of	
  10-­‐16	
  par,cipants.	
  	
  
	
  
Part	
  1:	
  OPENING	
  (10-­‐15	
  min)
•	
  Welcome,	
  inspira8onal	
  quote
•	
  Brief	
  team	
  building	
  or	
  warm	
  up	
  ac8vity
•	
  Homework	
  review	
  &/or	
  review	
  of	
  previous	
  lesson
•	
  Introduc8on	
  to	
  new	
  content,	
  vocabulary	
  &	
  learning	
  objec8ves

Part	
  2:	
  	
  CONTENT	
  	
  (75-­‐90	
  min)
A.	
  	
  Drama@cally	
  introduce	
  content	
  
1.	
  Present	
  aFen8on-­‐gebng	
  story,	
  vigneFe,	
  video,	
  or	
  role	
  play	
  (ocen	
  a	
  nega8ve	
  example	
  of	
  what	
  
NOT	
  to	
  do	
  in	
  a	
  relevant	
  situa8on)

B.	
  	
  Clearly	
  explain/teach	
  content	
  
1.	
  For	
  a	
  CONCEPT	
  LESSON:	
  	
  Clearly	
  describe	
  cri8cal	
  insight	
  (e.g.,	
  personal	
  vs.	
  professional	
  
boundaries)	
  with	
  a	
  detailed	
  example	
  from	
  your	
  own	
  experience
2.	
  For	
  a	
  SKILLS	
  LESSON:	
  Break	
  down	
  skill	
  (e.g.,	
  how	
  to	
  listen)	
  into	
  component	
  steps	
  with	
  posi8ve	
  
examples	
  of	
  what	
  to	
  do

C.	
  	
  Apply	
  content
1.	
  For	
  a	
  CONCEPT	
  LESSON:	
  
a.	
  Apply	
  to	
  characters:	
  How	
  does	
  this	
  concept	
  apply	
  to	
  various	
  fic88ous	
  scenarios	
  (workbook	
  
examples,	
  grab-­‐bag	
  problems,	
  video	
  vigneFes)?	
  
b.	
  Apply	
  to	
  self:	
  How	
  can	
  it	
  apply	
  to	
  your	
  own	
  past	
  (reflec8ve)	
  or	
  future	
  (projec8ve)	
  problems?	
  
When	
  will	
  it	
  NOT	
  apply?

2.	
  For	
  a	
  SKILLS	
  LESSON:	
  	
  
a.	
  Apply	
  to	
  characters:	
  What	
  exactly	
  could	
  various	
  fic88ous	
  characters	
  do	
  to	
  use	
  each	
  step	
  of	
  
the	
  skill	
  in	
  given	
  situa8ons	
  (workbook	
  examples,	
  grab-­‐bag	
  problems,	
  video	
  vigneFes)?	
  	
  
b.	
  Apply	
  to	
  self:	
  Role	
  play	
  this	
  skill	
  as	
  it	
  applies	
  to	
  a	
  chosen	
  situa8on	
  of	
  your	
  own,	
  either	
  past	
  
(reflec8ve)	
  or	
  future	
  (projec8ve).	
  When	
  will	
  it	
  NOT	
  apply?

Part	
  3:	
  CLOSING	
  	
  (10-­‐15	
  min)
•	
  Summary	
  of	
  lesson
•	
  Overview	
  of	
  next	
  lesson
•	
  Quiz
•	
  Feedback	
  (what	
  did	
  you	
  get	
  out	
  of	
  this?)
•	
  Homework	
  assignment
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F.	
  	
  Lesson-­‐by-­‐Lesson	
  Objec@ves

Module	
  1:	
  	
  Self-­‐Awareness	
  skills,	
  needed	
  to	
  portray	
  a	
  confident	
  and	
  authenOc	
  sense	
  of	
  self.	
  	
  

Lesson	
  1:	
  	
  Personal	
  Branding
In	
  this	
  lesson,	
  you/par8cipants	
  will:	
  
√	
  	
  Learn	
  what	
  company	
  branding	
  is
√	
  	
  Describe	
  your	
  personal	
  brand	
  (how	
  you	
  want	
  to	
  iden8fy	
  yourself	
  and	
  be	
  seen	
  by	
  others),	
  
driven	
  by	
  your	
  personal	
  values
√	
  	
  Iden8fy	
  changes	
  necessary	
  to	
  rebrand	
  yourself,	
  including	
  limi8ng	
  people	
  and	
  behaviors	
  
inconsistent	
  with	
  your	
  new	
  brand	
  

Lesson	
  2:	
  	
  Self-­‐Change
In	
  this	
  lesson,	
  you/par8cipants	
  will:	
  
√	
  	
  Describe	
  one	
  behavior	
  change	
  which	
  would	
  significantly	
  improve	
  your	
  life	
  and	
  enhance	
  your	
  
personal	
  brand
√	
  	
  Learn	
  about	
  five	
  stages	
  of	
  successful	
  and	
  las8ng	
  change
√	
  	
  Describe	
  strategies	
  for	
  transi8oning	
  between	
  each	
  stage	
  of	
  change

Lesson	
  3:	
  Cogni@ve	
  Cycle
In	
  this	
  lesson,	
  you/par8cipants	
  will:	
  
√	
  	
  Learn	
  about	
  the	
  Cogni8ve	
  Cycle,	
  a	
  model	
  illustra8ng	
  how	
  your	
  beliefs	
  drive	
  your	
  behaviors	
  in	
  
difficult	
  situa8ons,	
  and	
  how	
  these	
  influence	
  your	
  ul8mate	
  outcomes	
  
√	
  	
  Understand	
  the	
  connec8on	
  between	
  your	
  values,	
  your	
  beliefs,	
  and	
  your	
  behavior
√	
  	
  Separate	
  helpful	
  beliefs	
  in	
  your	
  life	
  (which	
  help	
  you	
  reach	
  your	
  goals)	
  from	
  harmful	
  beliefs	
  in	
  
your	
  life	
  (which	
  distract	
  or	
  keep	
  you	
  from	
  your	
  goals)

Module	
  2:	
  Self-­‐Management	
  skills,	
  needed	
  to	
  de-­‐escalate	
  oneself	
  in	
  high	
  stress	
  work-­‐related	
  
situaOons	
  which	
  could	
  put	
  jobs	
  at	
  risk.	
  

Lesson	
  4:	
  	
  Dealing	
  with	
  Stress
In	
  this	
  lesson,	
  you/par8cipants	
  will:	
  
√	
  	
  Understand	
  three	
  survival	
  responses	
  to	
  high	
  stress/threats	
  (fight,	
  flight,	
  and	
  freeze)
√	
  	
  Iden8fy	
  three	
  kinds	
  of	
  stress	
  which	
  can	
  cause	
  you	
  to	
  overreact	
  to	
  challenging	
  situa8ons,	
  
including	
  examples	
  of	
  each	
  stress	
  in	
  your	
  own	
  life
√	
  	
  Use	
  the	
  Cogni8ve	
  Cycle	
  to	
  see	
  how	
  stress	
  contributes	
  to	
  your	
  own	
  problems
√	
  	
  Describe	
  several	
  coping	
  strategies	
  for	
  each	
  type	
  of	
  stress
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Lesson	
  5:	
  	
  Warning	
  Signs
In	
  this	
  lesson,	
  you/par8cipants	
  will:	
  
√	
  	
  Describe	
  three	
  types	
  of	
  warning	
  signs	
  (intense	
  thoughts,	
  strong	
  emo8ons,	
  and	
  sudden	
  
physical	
  changes)	
  in	
  stressful	
  situa8ons
√	
  	
  Iden8fy	
  examples	
  of	
  each	
  type	
  of	
  warning	
  sign	
  in	
  both	
  fic8onal	
  situa8ons,	
  and	
  in	
  your	
  own	
  
work-­‐related	
  scenarios
√	
  	
  Use	
  the	
  Cogni8ve	
  Cycle	
  to	
  analyze	
  beliefs	
  contribu8ng	
  to	
  your	
  own	
  stressful	
  problems

Lesson	
  6:	
  	
  Personal	
  Reac@ons
In	
  this	
  lesson,	
  you/par8cipants	
  will:	
  
√	
  Iden8fy	
  four	
  categories	
  of	
  personal	
  reac8ons	
  to	
  stressful	
  situa8ons	
  (aggressive,	
  passive-­‐
aggressive,	
  dependent	
  and	
  avoidant),	
  including	
  specific	
  problems	
  each	
  can	
  cause	
  in	
  the	
  
workplace
√	
  	
  Categorize	
  your	
  own	
  dominant	
  impulse	
  style	
  in	
  challenging	
  home	
  and	
  work	
  situa8ons
√	
  	
  Recognize	
  and	
  generate	
  examples	
  of	
  an	
  alterna8ve	
  professional	
  style	
  (asser8ve)
√	
  	
  Use	
  the	
  Cogni8ve	
  Cycle	
  to	
  contrast	
  personal	
  and	
  professional	
  behaviors	
  in	
  both	
  fic8onal	
  	
  
situa8ons,	
  and	
  in	
  your	
  own	
  stressful	
  work-­‐related	
  situa8ons

Lesson	
  7:	
  Staying	
  Calm	
  &	
  Clear
In	
  this	
  lesson,	
  you/par8cipants	
  will:	
  
√	
  	
  Iden8fy	
  four	
  “feeling	
  families”	
  and	
  name	
  various	
  emo8ons	
  which	
  fit	
  within	
  each
√	
  	
  Learn	
  a	
  3-­‐step	
  method	
  for	
  counterac8ng	
  strong	
  feelings	
  (anger,	
  worry,	
  and	
  sadness)
√	
  	
  Understand	
  the	
  influence	
  of	
  our	
  thoughts	
  upon	
  our	
  feelings	
  in	
  any	
  given	
  situa8on
√	
  	
  Apply	
  this	
  content	
  to	
  fic8onal	
  situa8ons	
  and	
  role-­‐play	
  the	
  skills	
  of	
  emo8onal	
  self-­‐
management	
  in	
  various	
  work-­‐related	
  situa8ons

Module	
  3:	
  Work	
  Ethics,	
  needed	
  to	
  understand	
  and	
  mentally	
  adjust	
  to	
  the	
  workplace	
  culture.	
  	
  

Lesson	
  8:	
  	
  Employer	
  Expecta@ons
In	
  this	
  lesson,	
  you/par8cipants	
  will:	
  
√	
  	
  Discuss	
  four	
  specific	
  mo8va8ons	
  for	
  working
√	
  	
  Iden8fy	
  posi8ve	
  and	
  nega8ve	
  traits	
  of	
  employees	
  for	
  your	
  own	
  made-­‐up	
  company
√	
  	
  Know	
  where	
  to	
  find	
  common	
  wriFen	
  expecta8ons	
  of	
  employers
√	
  	
  Understand	
  eight	
  common	
  but	
  unwriFen	
  expecta8ons	
  of	
  employers,	
  along	
  with	
  specific	
  
meanings	
  or	
  examples	
  of	
  each

Lesson	
  9:	
  	
  Code-­‐Switching
In	
  this	
  lesson,	
  you/par8cipants	
  will:	
  
√	
  	
  Take	
  and	
  discuss	
  a	
  survey	
  of	
  beliefs	
  which	
  drive	
  our	
  personal	
  decisions	
  at	
  home	
  
√	
  	
  Contrast	
  acceptable	
  home	
  behavior	
  with	
  expected	
  professional	
  responses	
  at	
  work
√	
  	
  Comprehend	
  the	
  concept	
  of	
  “code-­‐switching”	
  between	
  different	
  environments	
  
√	
  	
  Analyze	
  both	
  fic8onal	
  and	
  real	
  workplace	
  problems	
  from	
  home	
  and	
  work	
  perspec8ves,	
  then	
  
use	
  three	
  “code-­‐switchers”	
  to	
  mentally	
  shic	
  your	
  point	
  of	
  view
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Module	
  4:	
  	
  Communica@on	
  Skills,	
  needed	
  to	
  communicate	
  clearly	
  with	
  others	
  and	
  effecOvely	
  
handle	
  stressful	
  workplace	
  discussions.

Lesson	
  10:	
  	
  Ac@ve	
  Listening	
  
In	
  this	
  lesson,	
  you/par8cipants	
  will:	
  
√	
  	
  Assess	
  your	
  own	
  communica8on	
  skills,	
  and	
  iden8fy	
  areas	
  of	
  need
√	
  	
  Improve	
  three	
  levels	
  of	
  listening	
  skills	
  to	
  be	
  a	
  beFer	
  listener	
  at	
  work
√	
  Apply	
  this	
  knowledge	
  to	
  fic88ous	
  and	
  to	
  your	
  own	
  scenarios

Lesson	
  11:	
  	
  Four	
  C’s	
  of	
  Communica@on	
  
In	
  this	
  lesson,	
  you/par8cipants	
  will:	
  In	
  this	
  lesson,	
  you/par8cipants	
  will:	
  
√	
  	
  Judge	
  the	
  appropriateness	
  of	
  numerous	
  modes	
  of	
  communica8on	
  (face-­‐to-­‐face,	
  phone,	
  
wriFen,	
  electronic)	
  in	
  various	
  work	
  situa8ons	
  
√	
  	
  Understand	
  the	
  four	
  C’s	
  of	
  communica8on	
  (clear,	
  concise,	
  correct,	
  and	
  courteous)
√	
  Apply	
  this	
  knowledge	
  to	
  fic88ous	
  and	
  your	
  own	
  scenarios	
  

Lesson	
  12:	
  	
  Expressing	
  Concerns	
  
In	
  this	
  lesson,	
  you/par8cipants	
  will:	
  
√	
  	
  Learn	
  a	
  structured,	
  step-­‐by-­‐step	
  method	
  for	
  staying	
  calm	
  and	
  professionally	
  expressing	
  a	
  
concern	
  or	
  complaint	
  to	
  supervisors	
  or	
  co-­‐workers
√	
  	
  Prac8ce	
  the	
  vital	
  step	
  of	
  asser8vely	
  “explaining	
  your	
  side”	
  during	
  a	
  dispute
√	
  	
  Observe	
  and	
  judge	
  an	
  instructor	
  demonstra8on	
  of	
  this	
  skill,	
  then	
  apply	
  the	
  skill	
  in	
  a	
  role	
  play	
  
with	
  fic8onal	
  characters	
  and/or	
  your	
  own	
  work-­‐related	
  situa8ons

Lesson	
  13:	
  Handling	
  Feedback
In	
  this	
  lesson,	
  you/par8cipants	
  will:	
  
√	
  	
  Learn	
  a	
  structured,	
  step-­‐by-­‐step	
  method	
  for	
  staying	
  calm	
  and	
  professionally	
  handling	
  
feedback	
  from	
  supervisors	
  or	
  dealing	
  with	
  complaints	
  from	
  co-­‐workers/customers
√	
  	
  Prac8ce	
  the	
  vital	
  step	
  of	
  skillfully	
  calming	
  and	
  listening	
  to	
  others	
  during	
  a	
  dispute
√	
  	
  Observe	
  and	
  judge	
  an	
  instructor	
  demonstra8on	
  of	
  this	
  skill,	
  then	
  apply	
  the	
  skill	
  in	
  a	
  role	
  play	
  
with	
  fic8onal	
  characters	
  and/or	
  your	
  own	
  work-­‐related	
  situa8ons
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Module	
  5:	
  	
  Problem	
  Solving	
  Skills,	
  needed	
  to	
  analyze	
  and	
  resolve	
  interpersonal	
  and	
  procedural	
  
problems	
  effecOvely.

Lesson	
  14:	
  Problems	
  and	
  Goals	
  	
  
In	
  this	
  lesson,	
  you/par8cipants	
  will:	
  
√	
  	
  Learn	
  a	
  five-­‐step	
  approach	
  to	
  logical	
  problem	
  solving	
  
√	
  	
  Create	
  clear	
  and	
  logical	
  problem	
  statements	
  in	
  emo8onal	
  work-­‐related	
  situa8ons
√	
  	
  Create	
  reasonable	
  goal	
  statements	
  which	
  resolve	
  these	
  problems
√	
  	
  Apply	
  these	
  insights	
  and	
  skills	
  to	
  fic8onal	
  situa8ons	
  and	
  to	
  your	
  own	
  work-­‐related	
  situa8ons

Lesson	
  15:	
  Gathering	
  Relevant	
  Facts	
  
In	
  this	
  lesson,	
  you/par8cipants	
  will:	
  
√	
  	
  Define	
  and	
  separate	
  facts	
  and	
  opinions
√	
  	
  Describe	
  eight	
  methods	
  of	
  gebng	
  relevant	
  facts	
  in	
  work-­‐related	
  situa8ons
√	
  	
  Describe	
  several	
  ways	
  you	
  can	
  fall	
  into	
  false	
  assump8ons,	
  and	
  understand	
  the	
  problems	
  this	
  
can	
  cause
√	
  	
  Apply	
  these	
  insights	
  and	
  skills	
  to	
  fic8onal	
  situa8ons	
  and	
  to	
  your	
  own	
  work-­‐related	
  situa8ons

Lesson	
  16:	
  Examining	
  Op@ons	
  and	
  Outcomes	
  	
  
In	
  this	
  lesson,	
  you/par8cipants	
  will:	
  
√	
  	
  Brainstorm	
  a	
  variety	
  of	
  alterna8ves	
  for	
  possible	
  problem	
  situa8ons,	
  and	
  predict	
  likely	
  
outcomes	
  for	
  each
√	
  	
  U8lize	
  a	
  goal-­‐driven	
  process	
  to	
  select	
  and	
  implement	
  the	
  best	
  op8on
√	
  	
  Analyze	
  several	
  work-­‐related	
  situa8ons	
  with	
  no	
  clear	
  right	
  or	
  wrong	
  answer	
  and	
  discuss	
  the	
  
pros	
  and	
  cons	
  of	
  various	
  op8ons
√	
  	
  Apply	
  these	
  insights	
  and	
  skills	
  to	
  your	
  own	
  work-­‐related	
  situa8ons

Each	
  Module	
  ends	
  with	
  a	
  Summary	
  session
In	
  this	
  session,	
  you/par8cipants	
  will:	
  
√	
  	
  Review	
  the	
  module’s	
  content
√	
  	
  Demonstrate	
  content	
  mastery	
  on	
  a	
  10-­‐ques8on	
  test	
  of	
  knowledge	
  
√	
  	
  Apply	
  this	
  module’s	
  content	
  by	
  answering	
  Behavioral	
  Interviewing	
  (BI)	
  ques8ons	
  related	
  to	
  
this	
  content,	
  and	
  ra8ng	
  others’	
  responses	
  to	
  BI	
  ques8ons	
  as	
  well
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G.	
  	
  Assessing	
  SoH	
  Skills

This	
  curriculum	
  has	
  one	
  overarching	
  goal:	
  To	
  prepare	
  challenging	
  job-­‐seekers	
  from	
  the	
  
Charlo`e-­‐Mecklenburg	
  region	
  with	
  the	
  so4	
  skills	
  needed	
  to	
  acquire	
  and	
  keep	
  good	
  jobs.	
  	
  To	
  
be	
  perceived	
  as	
  valuable	
  by	
  both	
  par,cipants	
  and	
  employers,	
  the	
  curriculum	
  must	
  not	
  only	
  
provide	
  meaningful	
  instruc,on,	
  but	
  must	
  also	
  have	
  measurable	
  outcomes	
  directly	
  related	
  
to	
  workplace	
  success.

A	
  variety	
  of	
  assessments	
  are	
  included	
  within	
  the	
  lessons	
  and	
  at	
  the	
  end	
  of	
  each	
  module	
  to	
  
be	
  certain	
  that	
  relevant	
  skills	
  are	
  acquired	
  and	
  applied	
  to	
  realis,c	
  scenarios.	
  	
  

1.	
  	
  Classroom-­‐based	
  assessments	
  demonstrate	
  that	
  par,cipants	
  clearly	
  understood	
  what	
  
was	
  taught,	
  gained	
  important	
  work-­‐related	
  skills	
  or	
  insights,	
  and	
  applied	
  these	
  skills	
  to	
  
specific	
  situa,ons	
  relevant	
  to	
  their	
  own	
  lives.	
  Specific	
  outcomes	
  measures	
  include:
• Informal	
  quizzes	
  a4er	
  each	
  lesson	
  and	
  formal	
  wri`en	
  tests	
  a4er	
  each	
  module
•Careful	
  records	
  of	
  class	
  a`endance,	
  ,meliness,	
  and	
  engagement	
  in	
  learning	
  ac,vi,es
• Instructor	
  notes	
  regarding	
  appropriate	
  workplace	
  interpersonal	
  behavior
•Wri`en	
  and	
  oral	
  responses	
  to	
  behavioral	
  interview	
  ques,ons	
  a4er	
  each	
  module
•Par,cipant	
  course	
  evalua,ons
• Instructor	
  observa,ons	
  regarding	
  individual	
  skill	
  and	
  aitude	
  change

2.	
  	
  Real-­‐world	
  assessments	
  measure	
  actual	
  employment-­‐related	
  outcomes.	
  	
  Ideally,	
  many	
  
of	
  the	
  classroom	
  outcomes	
  should	
  lead	
  to	
  specific	
  measurable	
  changes	
  such	
  as	
  those	
  listed	
  
in	
  the	
  research	
  ques,ons	
  below:

a.	
  	
  INTERVIEWS/EMPLOYMENT:	
  Do	
  program	
  completers	
  submit	
  more	
  job	
  applica8ons	
  or	
  aFend	
  
more	
  job	
  interviews?	
  Do	
  they	
  rate	
  themselves	
  as	
  beFer	
  prepared?	
  more	
  confident?	
  	
  Do	
  job	
  
interviewers	
  rate	
  them	
  as	
  beFer	
  prepared	
  or	
  more	
  confident	
  than	
  non-­‐completers?
b.	
  	
  EMPLOYMENT/RETENTION:	
  Do	
  program	
  completers	
  receive	
  more	
  job	
  offers?	
  Do	
  the	
  jobs	
  
offer	
  beFer	
  hours,	
  pay	
  scale,	
  etc.?	
  
c.	
  	
  WORKPLACE	
  ADJUSTMENT:	
  	
  Do	
  program	
  completers	
  rate	
  themselves	
  as	
  having	
  an	
  easier	
  
8me	
  adjus8ng	
  to	
  the	
  social	
  environment	
  of	
  the	
  workplace	
  (fibng	
  in	
  with	
  co-­‐workers,	
  gebng	
  
along	
  beFer	
  with	
  supervisors,	
  understanding	
  expecta8ons,	
  feeling	
  more	
  comfortable	
  asking	
  for	
  
clarifica8on,	
  etc)?	
  	
  Do	
  their	
  supervisors	
  rate	
  program	
  completers	
  as	
  gebng	
  along	
  beFer?
d.	
  	
  JOB	
  SUCCESS:	
  	
  Do	
  program	
  completers	
  have	
  fewer	
  documented	
  issues	
  of	
  tardiness,	
  
aFendance	
  or	
  performance	
  problems	
  than	
  non-­‐completers?	
  Do	
  they	
  reach	
  job	
  milestones	
  (end	
  
of	
  proba8onary	
  period,	
  gain	
  benefits,	
  job	
  promo8ons,	
  etc.	
  )	
  more	
  ocen?
e.	
  	
  JOB	
  RETENTION:	
  How	
  long	
  do	
  program	
  completers	
  stay	
  on	
  the	
  job?	
  Do	
  they	
  more	
  ocen	
  
leave	
  under	
  good	
  circumstances?


