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Work-Based Learning Essential Employability
Skills List

Objective: These are universal standards at any workplace setting. Remembering that WBL is a continuous
process model, a rubric similar to the one below can be used to assess the student on the development of
Essential Skills and allows instructors to provide a grade for the student worker. Assessment of these skills
can be difficult and can lead to longer conversations with the student worker on how they can improve their
employability skills. These conversations can happen at the WBL or in a quieter setting where personal
issues can be addressed. Cross-Sector Essential Employability Skills

https://www.isbe.net/Documents/CrossSector_Competencies.pdf
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Purpose: Initial attempts at each essential skill can be observed, initialed, and dated by any experienced staff
member at WBL Site but the WBL Site Coordinator must witness, date, and initial demonstration of mastery of
each skill as listed.

_______________________________________

WBL Site
_____________________________________ _________________________________________

Student Worker (print) WBL Site Coordinator (print)

Skill 1st attempt 2nd attempt Mastery

Working with Others

Teamwork & Conflict Resolution
Student uses their understanding of working
cooperatively with others to complete work assignments
and achieve mutual goals.

Communication: Verbal
Student can use their understanding of English grammar
and public speaking, listening, and responding, to
convey an idea, express information, and be understood
by others.

Communication: Written
Student can use their understanding of standard
business English to ensure that written work is clear,
direct, courteous, and grammatically correct.

Communication: Digital
Student can use their understanding of email,
keyboarding, word processing, and digital media to
convey work that is clear, direct, courteous, and
grammatically correct.
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Adaptability & Flexibility
Student can use their understanding of workplace
change and variety to be open to new ideas and handle
ambiguity.

Cultural Competence
Student can use their understanding of diversity and
inclusion to communicate and work effectively across a
multitude of abilities, cultures, and backgrounds.

Thought Process

Problem Solving
Student can use their critical thinking skills to generate
and evaluate solutions as they relate to the needs of the
team, customer, and company.

Decision Making
Student can use their understanding of problem solving
to implement and communicate solutions.

Critical Thinking
Student can use their understanding of logic and
reasoning to analyze and address problems.

Self-Regulation

Initiative & Self-Drive
Student can use their understanding of goal setting and
personal impact to achieve professional goals and
understand personal impact.

Reliability & Accountability
Student can use their understanding of commitment,
time management, and follow through to ensure that a
professional team functions properly and meets
collective goals.
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Planning & Organizing
Student can use their understanding of time
management to plan effectively and accomplish
assigned tasks.

Entrepreneurial Skills- Optional Based on Experience

Principles of Entrepreneurship
Student can apply their understanding of the process
and characteristics of business development and
promotion in order to apply strategies of innovation to
personal and professional business pursuits.

Innovation & Invention
Student can use their understanding of idea generation,
design thinking, product and business development in
order to introduce and process new and effective ideas.

Growth Mindset
Student can use their understanding of learning from
challenges, set-backs, and failure in order to adapt
strategies and continue efforts to achieve personal goals

Reflection Notes


