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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. ntial Empl kill
Essential 1 2 3 4 5
Emplayability Unsatisfactory Paor Average Good Excellent
Skills
Teamwork and Dioees mot work well ina | Struggles working with Attempts to do thair best | Works wall with others Wiarks wall with

Conflict Resolution

toam satfing at all

leams, partners, or
olfer asks thal include
people

to-work with others, but
somelimes doesn'l do
thelr pant

with minor issues
depending on e work

teammates and offers
ways o nodress conflict
resalution with ather

beam membens
Communication Dioes not communicate . | Struggles with both May struggle with either | May make minos Uises written and werbal
wall with others writhen and verhal written or vesbal mistakes in communication skills
cormmunication communication, but has | communication effectively and efficiently
clear goals to improve
Problem Salving Doesn'l finesh problem Raraly aflarmpls Altemipta 1o solve tha Accornplishes most s independant anough
an & regular basis priflems problem, bul dosen'l ask | problems b ecomplish problems
for heip by them seif
Decision Making sy risk el own Makes questionable Makes decisions that Makes decisions Makes decisions based

safaty at times and
needs o addross
dacision making
Processes

decisions at times
dapending an the
circumstance

could be considerad
guestionable or that
dosn't follow company
rolngois

somati baszed on
wrong infarmation

an the bast available
Infosmation and data

Critical Thinking Doesn't speak upat all | Doesn't use dataor the | Uses logic 21 times that | Uses logic and science, | Lises sclentific and
to challenge inlasmalion 1o make & Naveed or nof based Bt often does mol socralic logic o makea
convanbonal thoughls proper propar decisions | on solnd data quaslion processes decsions combmed wilth
or ask guestions data. (Questions
conwantional thought to
Innovate)
Adaptability and Droes not adapt 1o any Feels uncomicrable Adapts minemally and Adapts o changes ks able bo take on other
Floxibility change adapting to situations does their besl to when needed and is work or changs moles
sccommadate change able 1o perfarm at an when asked lo
accoptible vl
Indtiative and Sell Takes no infliative at all | Is consistently told they | Has cell phone out, is Most of the tme stays Iz sl motivated and
Drive and may blame alhes need o take inliative on | often distracted al imes | molivated ol may need | able o accomplish tasks
for |ack of work success | projects to ba told to-stay on task | on a tmely and regular
basis
Relability and Abzend Often/Rarely on | Rarely on time/sbsent at | Punctuality and May be |ate or absant at | Mever absent or late
Accountability time important times absernbeessm in o with | timaes, bul
varage workisrs communicales
badorehmng
Cultural Competence | Either dossn't iry to gel | Tries o leam about Iz leaming about the Understands bamers of | Students cultural

b knowd varlous types of
peoplE o dowesn wark
b Ienprove
understanding of
wenous socil, ethnic,
racial of peformance

groups

culturnl issues impacting
work, bul does nol
always act on this in the
mast appropiEe
fashion

various lypes al people
and |8 making gains

people and willing to do
Thisir bag! 10 eam moni
about vanows types of
peaple

compebence lar exceeds
sludenls W sirmilif
settings and places
them as a leader

Planning and
Organizing

Mo planning or follow
Ehrowgh in addressing
daily or weekly tasks or
goals

Planning was an “afier
fact” when things didn't
go well or unsuccessiul

Planning and
organzaton aliowed for

peneral Buccess 8l work

Planning and
organization
accomplished work on
time and to a positve
work emvironmant and
SUCCEess

Planning and
organization led to
suEmplary successes
thal made the studant
stand out as a leader



https://www.isbe.net/Documents/CrossSector_Competencies.pdf
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Work-Based Learning Essential Employability
Skills List

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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Skill 1st attempt | 2nd attempt Mastery

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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Skill 1st attempt | 2nd attempt Mastery

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




