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Introduction
The Essential Skills

The Government of CanadaOs Essential Skills are an increasingly important means to help us understand
the requirements of the workplace. The Essential Skills of: Reading Text, Document Use, Working with
Others, Continuous Learning, Writing, Numeracy, Thinking, Oral Communication and Computer Use, are
used in all aspects of life and work to varying degrees by all people.

Success in the workplace is often dependent upon an appropriate level of understanding and use of the
Essential Skills. Some individuals, like youth, who may be new to workplace culture, require additional
information about the Essential Skills in order to understand clearly how to identify them in their own
experience and to apply them in a workplace context.While many youth are confident learners and workers,
some youth have not had the positive life experience that provides them with confidence about their skills
for entering a new environment like the workplace.

The Portfolio for Youth Development Kit is intended to help those youth who are less confident about

their skills to identify the Essential Skills in their own life experience, and to connect their level of Essential
Skills to the levels described in the Essential Skills Occupational Profiles found at the following Government
of Canada site:

http://www15.hrdc-drhc.gc.ca/English/general/default.asp .

The Portfolio for Youth Development Kit takes a developmental approach to connecting formal and
experiential learning through life events, goals, interests and learning strengths and styles to the Essential
Skills required in a variety of occupational areas.The occupational areas used as examples in this Kit are
selected from the Tourism Industry; however, Essential Skills are an important component of all occupations.
Although many youth participants will not have met the Essential Skills level required for some of the
occupations featured in this Kit, the Portfolio process will help them gauge their Essential Skills in relation
to those required in the sample occupations. For youth, this starting point will be a positive experience
that helps them better understand the value of their life experience and the Essential Skills that derive from
those experiences.

The Essential Skills are an important context to help youth understand both the requirements of the
workplace and the value of their own experience. To that end, they form the framewaork for this Portfolio
for Youth Development Kit.




Portfolio

Portfolio is a recognized way for individuals to identify and highlight their strengths related to work or to
interests, skills and abilities in other aspects of life.

Portfolio is both a product and a process. As a product, a portfolio is literally a collection of documented
evidence gathered in support of identified knowledge, skills and judgments. Evidence for the Portfolio is
gathered in relation to externally determined criteria, for example, in relation to occupational standards,
job requirements, academic outcomes or the Essential Skills framework. Often, the completed Portfolio is
a binder of selected documents that, taken together, provide proof of the individualOs ability to demonstrat
competence in meeting the standards, requirements or outcomes of the occupation or the academic
program.

As a process, Portfolio is a way to reflect upon and identify oneOs knowledge, skills and judgments base
in typical life experience such as work, volunteerism, community service, school. The Portfolio process is
a very positive and empowering one, resulting in a clear emphasis on one®s own strengths, but also identif
gaps in learning and experience which can provide a focus for future action.

Using Portfolio with Youth

For youth, the Portfolio process can reveal personal and work-related strengths and interests that may no
immediately be evident. As individuals who are still developing emotionally and intellectually, youth often
do not know what their skill and knowledge base really is.As a result of their lack of workplace experience
many youth do not see themselves as having employment skills, even though they may already possess
extremely valuable Essential Skills and transferable skills that are necessary for success in employment
Often, youth do not know how to identify and promote the skills they have gained through their life
experience. For Aboriginal or immigrant youth, for example, experiential learning may include traditional
ways of life and cultural practices. Many youth are uncertain of how to identify and fill any gaps in educatia
or training through formal or informal means in order to enhance their employability.

A further issue exists for some youth in identifying their skills. Many youth do not have the typical life
experiences of school, work, sports and volunteerism upon which to draw for evidence for their portfolio;
they may have atypical life experiences that do not reflect social and workplace norms and expectations.
For these youth, the Essential Skills provide an important link between connecting their life skills with thei
future workplace potential.

Some of the youth participants in this program may already have some work experience or related school
volunteer or community experience that has resulted in a skill set that is professionally-oriented. These
youth will likely produce a portfolio that they can submit to employers in a job-search process. Other
youth may find that the portfolio process of skill discovery within their life experience is of greatest
importance. The portfolio produced by these youth may be less formal and more of a creative expressio
of how their experience links to newly identified Essential Skills.




Connecting Multiple Intelligences, Learning Styles, Occupations and Essential Skills

The Essential Skills Portfolio Development Kit links four concepts to assist youth to explore and identify
strengths, styles, interests and skills. The four concepts are:

e |dentifying Multiple Intelligences

e |dentifying Learning Styles

e Examining Occupations

¢ ldentifying Occupational Essential Skills

Individually and taken together, the exploration of these four concepts will assist youth to develop an
increased awareness of their innate strengths and learning styles. A greater understanding of their personal
strengths and styles will help youth gain a better sense of how these connect to occupational areas, and
the Essential Skills that comprise the occupations.

Linking Portfolio and Essential Skills

The Essential Skills provide a very useful framework for youth to identify work-related interests and skills,
even if they lack actual work experience. Through the Portfolio process, youthsO life experiences, including
school, community life, culture, parenting, leadership, as well as past positive and even negative experiences,
can be linked to the Essential Skills framework. Once connected to the framework of Essential Skills through
the Portfolio process, the skills obtained through life experience can be projected into workplace scenarios.
This learning process gives youth a concrete connection between their personal strengths, founded in their
Essential Skills, and their potential strengths projected into the workplace.

The Essential Skills for Youth Portfolio Development Kit

The Essential Skills Youth Portfolio Development Kit has been developed as a guide to help youth develop
a holistic approach toward understanding their strengths, styles and interests; to develop ways to assess
their skills against Essential Skills benchmarks; and to demonstrate their Essential Skills in relation to
established workplace and occupational standards. The learning activities contained in the Portfolio Kit are
directed at youth in the 15 b 19 year age range, although the Kit can be adapted for use with older youth
or with adults, particularly those who are at-risk. The Kit is best incorporated into existing educational,
leadership and job-preparation programs delivered through the high schools, through community organizations,
with at-risk youth groups, but can be delivered independently as a stand-alone program.

The Essential Skills for Youth Portfolio Development Kit is comprised of an Activity Guide, a Facilitators
Guide, and an interactive CD. The Activity Guide is directed toward youth participants. Through a step-
by-step process, the Activity Guide takes the youth participants through to the development of an Essential
Skills Portfolio. The steps in the process include: Self-Discovery; Setting Goals; Identifying Essential Skills;
Developing the Essential Skills Learning Portfolio; Presenting the Portfolio. The learning activities in the Kit
will help youth identify the knowledge, skills and judgments needed for employment in a targeted sector

as well as enable them to identify and document their own technical, vocational and Essential Skills.




them in their search for employment in the retail or tourism sectors, or which may iden :

be transferred to other sectors.The Portfolio process will increase their confidence level through a clear
understanding of their strengths and the value of these strengths within the workplace through the Essentia
Skills framework.

The Essential Skills Portfolio for Youth Development Kit incorporates, as background information, current
national Canadian Tourism Human Resource Council (CTHRC) occupational standards into the portfolio
tools to help youth self-assess their competence and prepare their evidence for employment in four
occupations.The CTHRC occupational standards have already clearly demonstrated links to Essential Sk
(Transferable Skills) and are a very sound basis on which to develop portfolio curriculum. Each unit of th
Activity Guide includes expected outcomes and worksheets to aid in the portfolio development process.

The interactive CD, called The Game, is an opportunity for youth to learn more about their learning styles,
multiple intelligences, occupational interests and how they link to Essential Skills. The Game is a short,
interactive animated computer game in which players conduct a self-assessment to identify their personz
learning strengths. By linking their strengths to potential occupations, the players will find out more about
the occupations as well as about the Essential Skills required for many occupations.

The Activities

The Activities throughout the Portfolio for Youth Development Kit are many and varied. They are designed
to promote thoughtful reflection, active listening, discussion and play. Ultimately, the development of a
Portfolio is a creative act. Through the activities in this program, youth participants are encouraged to
explore their creativity through many media.

Some of the activities are designed to help youth develop areas that will be of value to them in a job
search process or in the workplace. For example, many of the activities contain discussion or role play
components. These are designed to provide youth participants the opportunity to practice speaking
out in a small and supportive group.




The Game

The Game is an interactive game designed to allow youth to explore their learning strengths in relation
to a limited number of occupations.

The Game is based on Harvard psychologist Howard GardnerOs theory of Multiple Intelligences, as detailed
in his 1983 book Frames of Mind. The Game incorporates GardnerOs Multiple Intelligences categories into
its activities as well as a link to a Government of Canada website that allows participants to take a test of
the Multiple Intelligences:

http://www.jobsetc.ca/toolbox/quizzes/mi_quiz.do?lang=e

The concept behind The Game is that youth may have success in identifying areas of occupational interest
if they can connect these to their natural strengths. Developing an initial awareness of their strengths
provides the first tool in the Portfolio Kit.

The Game is designed to be best suited to a teenage audience. Older participants should be directed to
the HRSD website to take the MI survey. Once participants have identified their multiple intelligence
strengths, they can be engaged in a discussion of how those strengths may contribute to their career choices.
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Chapter 1 : Self Discovery

5 Units

The Self-Discovery Chapter is a guided exploration through the process of identifying learning strengths
styles, preferences and events that may ultimately be reflected in the Portfolio. In order to begin the
Portfolio, the youth participants must first engage in reflective work, allowing them to better understand
themselves.

An essential focus of this Chapter is to validate the life experience of the youth participants. Life experienc
contains many important learning opportunities that prepare youth for employment and for other
responsibilities. The purpose of this Chapter is to enable youth participants to identify, discuss and

assess their personal experience in terms of what they have learned from those experiences. These life
experiences and the learning derived from the experiences will form the basis of the Portfolio at the end
of this program.

There are five Units in this Chapter.
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In the first Unit, youth participants are asked to reflect upon their life experiences. There are two Activities
in this Unit.

The Outcomes for this Unit are to:

e Depict the story of oneOs own life with an emphasis on important life experiences.

Activity 1

The first activity is to compile a list of important life experiences that result in learning. Experiences can
be positive or negative, as learning comes from both types of experience.

The purpose of this activity is to identify a starting point from which the youth participants will learn
to analyze their own experiential learning, and identify the resulting skills that they now have as a result
of the experience.

For example, the life experience of participating in a community activity may result in the development of
organizational, communication, writing and decision-making skills.

There is a worksheet, the List of Significant Life Events Worksheet, attached to this activity that participants
can use to create their list of life experiences.

You should allot approximately one hour for participants to complete this activity.

Activity 2

The second activity will enable the youth participants to tell the story of their lives based on the list of
important life experiences that they have just created.

The purpose of this activity is to help youth participants recognize the value of their life story and to
set the stage for a connection of their experiential leaning with the Essential Skills that are required
in the workplace.

The narrative can be developed in any form that the individual is comfortable with, including written, oral
or visual forms of expression.

You should allot approximately two hours for participants to complete this activity.

Unit1 The Story of My Life
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In the second Unit of Chapter 1, youth participants will explore their individual learning styles. To do this,
a Learning Styles Inventory is provided and is followed up by discussion and activities.

Once learning styles have been explored and individual styles have been identified, youth participants wi
have the opportunity to see how styles connect to learning in the workplace. Each participant will learn
to draw upon his or her individual learning strengths to better understand workplace requirements.

The Outcomes for this Unit are to:

Complete a learning styles inventory

Identify oneOs own learning styles, preferences and strengths

Connect personal activities to learning styles

Demonstrate learning in different ways using the various learning styles
Identify the types of work connected to each learning style

Activity 1

Activity 1 is a Learning Styles Inventory that will help youth participants understand whether they are
predominantly Visual, Auditory or Tactile learners. Participants should be clear that while they learn in all
three ways, they likely have one way in which they learn best b and that way is their preferred learning
style. Having an understanding that they have a learning styles preference will clarify why learning new
information in some formats is easier than in others.

The purpose of this activity is to help youth participants discover their preferred learning style.

There are three learning styles:

Visual Learning is defined as learning by seeing information in a visual format. Written information, charts,
graphs, pictures are visual ways of understanding information.

Auditory Learning is defined as learning by hearing information. Conversation, discussion and lectures are
ways of understanding information by hearing.

Tactile Learning is defined as learning through touch. Hands-on activities, movement and demonstration
are ways of understanding information in a tactile way.

There is more information about Learning Styles and an alternative Learning Styles Inventory on the
Government of Canada Website that may be accessed through this link:

https://www.jobsetc.ca/toolbox/quizzes/styles _quiz.do?lang=e

This activity will take about one-half hour to complete.

Unit 2 Identifying My Style
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Activity 2

The purpose of this activity is to ensure that the youth participants understand the different learning
styles as well as their own by engaging in a discussion of learning styles.

Use the discussion to help participants understand more about the analytic strategies they employ on a

daily basis to help them learn new things. The Activity Guide suggests some exercises that will assist in this
discussion.

This activity will take about one hour to complete.

Activity 3

Activity 3 is a role-play exercise in which the participants imagine themselves in a new job. Their task in
this exercise is to identify and describe how a learner with each one of the three learning styles - Visual,
Auditory, Tactile - would access the new learning required in the scenario.

The purpose of this activity is to help participants to gain a better understanding of how to build on
oneOs learning strengths in order to better and more quickly understand and develop new skills, whether
they be in the workplace or elsewhere.

You should allot approximately one and a half hours for participants to compete this activity.

Activity 4

In Activity 4, youth participants will directly connect learning styles to certain types of work by identifying
jobs that best represent the skills used in Visual, Auditory or Tactile learning.

Take about one hour for this activity.
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In Unit 3, youth participants will continue discovering and understanding their strengths. In this Unit, the
emphasis will be on learning about their Multiple Intelligences. The focus of the Unit is how individual
strengths are applied in all aspects of life, including work. The purpose of this Unit is to provide youth
participants with yet another tool to help them connect their experiential learning to the workplace.

As with Learning Styles, an understanding of oneOs own predominant Intelligences will provide insight i
why some people prefer working in certain ways and at certain types of jobs. Youth participants will see
how some occupations are more directly connected to specific Intelligences. This may help them explore
life and occupational directions from a new and informed perspective.

The Outcomes for this Unit are to:

Complete a Multiple Intelligences inventory

Recognize the 8 different types of Intelligences

Distinguish personal Intelligence strengths

Demonstrate ways in which each learning style is reflected in oneOs own personal life

The Multiple Intelligences are:

Linguistic
Logical/Mathematical
Musical

Spatial
Bodily/Kinesthetic
Interpersonal
Intrapersonal
Naturalist

Activity 1

In Activity 1, youth participants will complete a Multiple Intelligences Inventory.
The purpose of this Activity is for youth participants to identify their predominant intelligences.

If participants have already played The Game, they will know what their predominant Intelligences are. If
they have not yet played The Game, this would be an opportune time to introduce it.

The Game is best suited to a younger, teenage audience. If the youth participants are older, link directly,
to the Multiple Intelligences Inventory on the Government of CanadaOs website at:

http://www.jobsetc.ca/toolbox/quizzes/mi_quiz.do?lang+e

Unit 3 Identifying My Strengths
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Allow about one hour for this activity.

Activity 2
Discuss each of the MI types with the class.

Explore the characteristics of each type by asking them to create a story about each of the characters from
The Game that incorporates the characteristics of that intelligence type.

With an older youth group, they can create their own characters for each Ml type and develop a story
about their created characters.

The purpose of this Activity is to help youth participants understand how each of the Multiple Intelligences
reveals individual strengths, and to better understand their personal strengths and how these relate
to certain types of work.

Some additional research about Multiple Intelligences may be found on the following websites:
http://www.education-world.com/a_curr/curr207.shtml
http://www.education-world.com/a_curr/curr054.shtml

Information about Howard Gardner can be found on the following website:
http://www.pz.harvard.edu/PIs/HG.htm

Allow about one hour for this discussion.

Activity 3

Once the youth participants understand the concept of Multiple Intelligences and have identified and
discussed their personal Ml strengths, ask them to reflect upon their daily activities and identify in writing
activities that demonstrate their predominant intelligences.

The purpose of this activity is to connect their Ml strengths to their daily activities.

In the next Unit, these strengths will begin to be connected to the Essential Skills framework.

This activity should take about a half an hour.

Unit 3 Identifying My Strengths
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In Unit 4 of this Chapter, the youth participants will be searching for treasure, of the sort that they will
find within themselves. Each individual has gifts and strengths, goals and dreams that come from within.
In this Unit, we will more fully explore the learning that comes with life experience and how this learning
can contribute to a better understanding of oneOs own skills and directions.

Aspects of the Essential Skills framework (developed by Human Resources and Skills Development Cana
will be introduced in this Unit. The following Essential Skills may be found in virtually all types of work:

Computer Use
Document Use
Reading Text
Numeracy

Oral Communication
Working with Others
Writing Skills
Continuous Learning
Thinking Skills

The Essential Skills will be discussed in greater detail in Chapter 3. In this Unit, participants will relate the
learning experiences to four Essential Skills: Communication, Working with Others, Problem Solving, and
Decision Making.

The Outcomes for this Unit are to:

Focus on specific life experiences

Identify the learning inherent in the life experience

Identify specific skills in the learning

Begin to connect learning to an Essential Skills framework

Unit 4 Searching for Treasure
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Activity 1

Youth participants will have already identified both positive and negative life experiences and will have
recorded them on the List of Significant Life Events Worksheet in Unit 1 of this Chapter.

The purpose of this activity is to identify the learning inherent in these life experiences.

Participants should select several life experiences from the list they have already made, and identify what
they have learned from the experience on the Learning from Life Experiences Worksheet.

A sample completed Learning from Life Experiences Worksheet is included.

This activity should take about one hour to complete.

Activity 2

Activity 2 is a checklist that allows youth participants to connect their life experience and the learning
resulting from the life experience with four of the Essential Skills: Communication, Working with Others,
Problem Solving and Decision Making.

Ask the participants to analyze their life experience learning by identifying on the Skills Worksheet whether
the learning included any of the four Essential Skills.

Even though some participants may identify their Essential Skills at only a very basic level, the purpose
of the activity is to help participants understand the value of their life experience and how that experience
may be helping them develop other valuable skills.

Some of their skills may connect to the workplace.
A sample completed Skills Worksheet is included.

This activity should take approximately half an hour to complete.

Unit 4 Searching for Treasure
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Throughout this Chapter, youth participants have done a lot of reflecting about themselves and their life
experiences in preparation for the next step, which is to set some goals.

In this Unit, participants will create profiles of themselves, using written and other media forms.

The outcomes for this Unit are to:

Create a summary of oneOs own personal identity capturing learning styles, preferences and
strengths, and intelligences

Create a summary of important life events and the important skills and learning acquired through
those events

Create a summary of interests and how those interests relate to possible future directions

Activity 1

The personal profile is a way for youth participants to begin to document their identity and interests. A
completed example of the Personal Profile is included.

This activity should take about one hour to complete.

Activity 2

Using available art materials, each youth participant will construct a collage that represents himself or
herself.

Allow about four hours for this project.

Unit5 Summary: This is Me!
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Unit5 Summary: This is Me!
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Chapter 2 : Setting Goals

4 Units

The Setting Goals Chapter is an opportunity to reflect upon oneOs short, medium and long-term goals. |
is not only an opportunity to dream about the future, but also to take a look at what is required in order
for those dreams to be realized.

Too often, youth are caught up in the day-to-day realities of life, which are sometimes difficult. This can
make the hopes and aspirations of youth seem distant and unachievable.The Setting Goals Chapter can
a very difficult one for youth as it poses challenges for youth to consider their future opportunities. Care
must be taken in this Chapter to encourage youth participants to understand that exploring options does
not imply commitment to a single course of action.

The focus of this Unit is to continue the self-reflective process by opening up for consideration a wide

range of opportunities and options. In the course of doing so, youth will consider the many influences

that are brought to bear on their self-understanding and decision-making processes. Personal, peer, fam
and societal supports and value systems play important roles in this process.

Using the personal self-understanding gained from the Taking Inventory Chapter, youth participants will
explore the connection between personal interests, goals and work, using the Essential Skills as a mean
to connect some of these concepts.

There are four Units in this Chapter.
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In this Unit, youth participants will explore their dreams and interests using profiles, graphic organizers,
and art to help identify important goals and the steps that may help them get there.

The outcomes for this Unit are to:
Focus on the QinterestsO aspect of a personal inventory
Identify individual and group supports required to pursue interests
Identify short, medium and long-term steps required to pursue interests

Explore Essential Skills concepts related to interests
Explore concepts of work related to interests

Activity 1

The purpose of this activity is to begin to connect a range of occupations to areas of personal interest.

Refer participants to the OThings | Like to DoO section of the Personal Profile they developed in the previous
Chapter. Using the Dreams and Interests Worksheet, brainstorm or research as many occupations as

possible that are connected to an area of personal interest.

This activity should take about half an hour for each interest.

Activity 2

Activity 2 will allow youth participants to begin to create a full visual picture of how to achieve a personal
goal.

The purpose of this Activity is to see the achievement of a personal goal as a journey with a number
of smaller steps on the road to achieving the goal.

You will need flip chart paper for this activity.

Youth participants will select one of the interests that they have been exploring in the previous activity.
Identify that area of interest on the left hand side of the flip cart paper. On the right hand side, identify
an occupation as a possible goal. Leave room in the middle of the chart for additional information to be
filled in to complete the journey toward the goal.

To prepare for putting information up on the flip chart, use the Charting the Course worksheet.

This activity should take about half an hour to complete.

Unit1 If | Could Do Anything in My Life
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Activity 3

The purpose of this activity is for youth participants to identify the short, medium and long-term steps
that may be required to achieve the goal.

Use the Charting the Course worksheet and then put the information up on the flipchart in words and
drawings.

Allow about half an hour for this activity.

Activity 4

Working in the middle of the flip chart paper, youth participants should identify in words and in drawings
some of the individuals and groups who can help them achieve their goals. For example, parents, other
family members, community agencies, banks, employers, could be included here.

Identify and list the type of help that is required from each of these individuals, groups and agencies.

Allow about half and hour for this activity.

Activity 5

The purpose of this Activity is to help youth recognize some of the Essential Skills in various occupations.

Use the following list of Essential Skills to brainstorm the relevant skills youth participants think might be
required for the occupations they have selected to explore.

Computer Use

Document Use

Reading Text

Numeracy

Oral Communication

Working with Others

Writing Skills

Continuous Learning

Thinking Skills
Finding Information
Decision Making
Job Task Planning and Organizing
Problem Solving
Use of Memory

Allow about half an hour for this brainstorming exercise.

Unit1 If | Could Do Anything in My Life
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This unit will allow for an exploration of the value systems that may influence the decisions individuals
make about their life choices, including work. Most people have a set of values that include influences from
peers, family, society and oneQOs culture. Sometimes, these value systems are in conflict. The first task of
youth in making decisions about values is to examine personal values in light of their influences. The next
task is to articulate oneOs own values.

The outcomes for this Unit are to:

Articulate a personal value system

Identify the peer, family, cultural and social influences on oneOs own values
Identify conflicts between personal and external value systems

Relate oneOs own value system to personal interests

Explore concepts of work related to oneOs own value system

Unit 2 My Beliefs and Value Systems







