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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.







