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Note to the Leamner

Welcome to
In the Workplace
An Intermediate Integrated Skills Textbook!

The textbook is an English language textbook with some very special
teatures. It:

has a focus on the workplace in Canada

gives you practice in the four main language skills—listening, speaking,
reading and writing

helps you learn about some aspects of Canadian workplace culture
helps you develop some important essential skills

is an Open Educational Resource (OER) that can be used in two
different ways. You can use it as an online textbook with interactive
activities, or you can print the PDF and use it as a regular textbook.

You will meet a few different people in the textbook. Some of the
people work for a company called CDN Malls. CDN Malls is a company
that cares about its employees and empowers them do their best. Here is

some information about the main people you will meet.

— VIEW TABLE OF CONTENTS

Susan is the manager of Guest Services at CDN Malls.
She started her career with CDN Malls as a Guest
Services Coordinator six years ago.

Sima also works at CDN Malls. She is the Guest Services
Coordinator. She loves her job and enjoys working at
CDN Malls. She has worked there for three years.

Raja is a newcomer to Canada. He has just joined CDN
Malls. This is his first job in Canada. He works hard and
does his best to notice how people interact and function
in the workplace in Canada.

Paul is also a new employee at CDN Malls. He joined
CDN Malls at the same time Raja did. Paul finished
university just a few months ago.

Sandy is your Workplace Mentor. She is very helpful and
mentors you by giving you some very important tips about
workplace culture in Canada.

Ray is your Strategy Coach. He helps you develop your
English language learning strategies. Pay close attention to
the many useful strategies he gives you.

In the Workplace: An Intermediate Integrated Skills Textbook Page 4




Book Tour

Take the Book Tour to learn more about your book. It will help you Your textbook can be used in two different ways. You can use it as an
understand the different parts of the book and its chapters. online textbook with interactive activities, or you can print the PDF
: and use it as a regular textbook.

Some activities have video or audio. When you use the online textbook,
you can play the video and audio by clicking on the picture for that
activity. The interactive tasks also have the video or audio you will
need. However, when you download the PDF so that you can print the
textbook, you will need your instructor’s help to access the video and
audio.

The textbook has four appendices. You will find the answer keys, the
Workplace Mentor tips, the Strategy Coach tips and the glossary in the
appendices.

In the Workplace

An Intermediate Integrated Skills Textbook
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The content is the same whether you use the book online or if you print it

When you use the textbook online

. However, the experience is different. What are the main differences?

Start by downloading the online textbook on your computer.
When the textbook has finished downloading, you can click on the
interactive sections to complete tasks, watch video and listen to audio.

When you print it and use it as a regular textbook

The Table of Contents for the book and the chapter are interactive.
This means you can click on the chapter or section and go there.

Start by downloading the PDF textbook on your computer. When the
textbook has finished downloading, you can print the chapters and
sections you need.

Many activities and tasks are interactive and will have this
icon.

Note! Any audio and video you need will be in the interactive task.
After you have finished the interactive task, you will need to return to
your online textbook.

The Table of Contents for the book and chapter help you identify the
page number of the chapter or section you need.

You can click on the icons and go to an activity or task.

@ This icon means that the task has a worksheet in a fillable
PDF format. Click on the icon to access the fillable PDF,
download it and save it on the computer. Some fillable PDFs
include audio, which you can access by clicking on the play
button.

Complete the task in the PDF that you saved on your
computet.

The activities are not interactive.

This icon only tells you that there is an interactive task if you
use the textbook online.

— VIEW TABLE OF CONTENTS

The icons only tell you what to expect with the task.

@ This icon means that there 1s a fillable PDF if you use the

text online. When you print the textbook, there 1s space in the
textbook to complete many of the activities. Where there 1s
not enough space, your instructor will give you the necessary
instructions, or provide worksheets for you to complete.

In the Workplace: An Intermediate Integrated Skills Textbook




When you use the textbook online

This icon means that there is some important information.
All the Strategy Coach and Workplace Mentor tips have this
icon. When you click on the Strategy Coach and Workplace
Mentor tips, you will automatically be taken to a page where
you can read the tip. This page also has an interactive icon.
You can click on this and view a slideshow of the tip. The
slideshow has audio.

When you print it and use it as a regular textbook

You can click on an underlined word to read the definition.

This icon means that there is some important information for
you to read. All the Strategy Coach and Workplace Mentor
tips have this icon. Go to the page number provided to read
the tip.

— VIEW TABLE OF CONTENTS

An underlined word in the textbook tells you that the definition is
available in the Chapter Vocabulary List and Glossary.

In the Workplace: An Intermediate Integrated Skills Textbook
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Chapter 1: Workplace Environment

Introduction

Objectives

Who are the people?

What can you say about them?
In this chapter, you will

What do you notice about their actions, behaviour, and appearance?
* identify common Canadian workplace interactions and behaviours

What do the two women think about the men? Are their observations

locate information in workplace documents important? Why?

Why are they meeting?

identify sequence words in texts

complete detailed workplace forms

clarify information.

Video

Watch this chapter’s video. You will be introduced to a group of
employees at CDN Malls. You will follow some new employees through
the onboarding experience for their new jobs.

While watching the video, think about the questions on the right. Write
down any information that you think is important.
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Focus questions 2. What do you notice about the behaviour of the people in the video? Do

they make eye contact? Why is this necessary? Why does Susan think Paul
is confident and trustworthy? What do these two words mean?

Sandy, your Workplace Mentor

.o SR
Hil I am Sandy, your Workplace Mentor. Throughout this book, I will give 3. Why 1S 1t important to show people we have these quahtles. Can we show

you important pointers to help you understand the general environment in these qualities in other ways?
many workplaces in Canada. :

4. What do you notice about the language the people use when they interact?
How formal/informal is it?

1.1 Four important points :
about the video 5. At the end of the video, Raja was going to ask a question. What do you

think it was about? Can you complete it for him? Is it necessary to ask

Go to page 243 to learn more. questions to make sure you have understood everything that is important?

Why/Why not?

6. What do you think “onboarding” means?
In the video, you watched an interaction between four people at CDN

Malls during their onboarding process. 7. 'The onboarding process involves three main stages. Which stage of the
: onboarding process do you think this video shows? Place an X on the

Discussion continuum below:

Discuss the following:

1. Who are the people in the video? What do you think their po§itions are § O —~ O
in the company? How do you know? Put the names (Susan, Sima, Paul, ~
Raja) beside their correct positions. :

[ Orientation J [Training and Probation Period J [ Performance ReviewJ

Position Name

Manager

Senior employee

New employee

New employee

= VIEW TABLE OF CONTENTS In the Workplace: Chapter 1 Page 10
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Before you read

Sandy, your Workplace Mentor

@ 1.2 Our background
influences how we see things

Go to page 244 to learn more.

Discuss the following to help you prepare for the reading:

Look at only the title of the reading. What do you think the title
means?

What do you think the reading will be about?
Can an organization or company have a culture?

Is it important to understand the culture of the company we work

in? Why/Why not?

— VIEW TABLE OF CONTENTS

Read

Ray, your Strategy Coach

Hi! ’m Ray, your Strategy Coach. I will give you some important tips to
help you build your learning strategies.

1.1 Understanding what
a document is about

Go to page 280 to learn more.

Read the passage on the next page about how company values and mission
statements affect companies.

In the Workplace: Chapter 1 Page 11




Read the following:

m NEWSLETTER

Company Values

It is important to understand a company’s mission statement and values. They
influence the culture of the company. They show what is important to the
company. They help all employees understand the culture of the company.
Employers generally infroduce these values to new employees during orientation.
Orientation is usually the first stage of the onboarding process for a new employee.
People do not always realize how important these values are. Let us take a quick
look to see how important they can be.

Our Mission

To provide accessible service of the highest standard to all our customers
and clients.

Ouvur Values

Keep service foremost in mind.

Empower people to do their best.

Take responsibility and be accountable.

Respect all types of diversity.

Demonstrate a positive team spirit.

Promote sustainability and be environmentally friendly.

— VIEW TABLE OF CONTENTS

First of all, a company’s values can influence the hiring process. Interviewers
look at more than the interviewee's education and hard skills. They also use
these values to see if the interviewee is a good fit for the company. They
look for skills and personality traits that match the company’s values. When
preparing for a job interview, many people look at the company’s website to
see if they can find information that shows the values of the company. They
do this so they can be better prepared for the interview.

A company's values are also important when employers make decisions to
retain employees. Employers expect employees to show the right attitude
and to demonstrate these values once they hire them. They expect
employees to conform to the company’s culture and adopt its values. Many
successful employees use these values to set goals for improving their

soft skills. They know that many companies promote from within. They know
that they have a better chance of getting a higher position in the company
if they can demonstrate these values along with their hard skills.

How can you use your company'’s values to help you become a better
employee? First, you need to understand your new company’s culture

and environment. You can do this by carefully noticing how the company
itself upholds its values. Notice also how successful employees meet the
company'’s values. Identify any gaps and think of ways you can improve

in these areas. Use this information to set yourself some clear goals for
improvement. Listen carefully to the feedback you get from your supervisors.
Their feedback may help you identify areas for improvement and set goals.

The core values of a company are also important to people outside the
company. These values can attract potential employees, clients, and
customers. From a company’s values, they can see how the company makes
decisions. They can also see how the company meets its own set of values
and whether or not the company can help them achieve their goals. In short,
a company's values give a clear picture of the company’s culture, what the
company is about, and what is important to it.

In the Workplace: Chapter 1




After you read 4. Onboarding is another name for orientation.

a) True
Comprehension | # )
b) TFalse
Answer the questions.
1. The reading is about 5. Paragraph 2 talks about how a company’s values are
a) one company’s organizational culture and values a) used before employees start working in the company
b) organizational culture and values in general b) used after employees start working in the company
¢) the importance of understanding a company’s values ¢) used while employees are working in the company
2. Why is it important for a company to have a mission statement and 6. One of the core values of CDN Malls is “Empower people to do their
a list of values? best.” This means
a) They give a clear picture of the company to current and potential a) all the people who work for CDN Malls must help each other improve

employees, clients, and customers. b) all the people who work for CDN Malls must be better than others

b) They inform the general public about how important the company

c) all the people who work for CDN Malls must be powerful
is.

c) They help current employees understand what hard skills are

_ 7. If I know what the company’s values are, I can know
important to the company.

a) what soft skills I need to work on to make myself a more successful
1
3. When are the company’s values usually introduced to employees? cmployee

b) what to focus on when I observe how successful employees act at work

c) bothaandb

= VIEW TABLE OF CONTENTS In the Workplace: Chapter 1 Page 13
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Vocabulary

Ray, your Strategy Coach

— VIEW TABLE OF CONTENTS

@ 1.2 Guessing new words

Go to page 281 to learn more.

Meaning | #

—_—

Answer the questions.

1. Can you guess what these words mean? Use your own words to describe
them. Talk about their meanings in the reading.

a) stage (Paragraph 1)
b) retain (Paragraph 3)
c) promote (Paragraph 3)

2. Fill in the sentences with suitable words or phrases from the list in the

box.
hard skills soft skills identify potential
demonstrate a good fit influence
a) His job is to to the customers how the equipment 1s
used.

b) She was not hired because they thought she was not

c) He was worried about the side effects of the drug.

d) Typing and using the computer are examples of

e) His friends tried to him, but he did not listen to
them.

In the Workplace: Chapter 1 Page 14
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Discussion

Ray, your Strategy Coach

The reading talks about company values and culture. It outlines how a
company’s values and culture influence the hiring process and promotions

1.3 Types of words: noun, and attract clients and employees.

verb, and adjective 1. Think about

Go to page 282 to learn more. . :
* a place you are working at now or worked at in the past.

What are/were your company’s values? How did you know?

* how a company’s values affect employees, customers, and clients.

Form Discuss

Complete the following: e whether or not you think it is important to understand a
: company’s values. Why or why not?

The words in the box are from the reading. ook at the reading again to

determine how these words are used in the text. Put each word in the

correct category in the table based on how it was used in the reading. * what one of the values means to you.

* the values of CDN Malls from the reading.

Then use each word from the box in a sentence. ‘
2. Think about

core mission values introduce e what soft skills are.
attitude conform position Discuss

: e what soft skills a person would need to meet the values of CDN
Noun Verb Adjective Malls.

In the Workplace: Chapter 1 Page 15
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Reading progress check

Reading

This is a modified tip sheet from the Alberta Learning Information
Service (ALIS) website.

Read the questions in the Comprebension section on the next page before
reading the article below. This strategy will help you locate the answers
more easily.

After you read the tip sheet, answer the questions that follow.

Learning to Improve Your Career

Change is constant in today’s competitive workplace. To keep up, you need to
keep learning. When you’'re committed to improving your knowledge and skills for
work, you get many benefits. You’re more likely to enjoy your work, improve your
performance, be invited to work on rewarding projects, and earn a raise or even

a promotion. Ongoing learning often makes it easier to get your next job, if you
ever need or want one. Think about the skills and knowledge you need now and to
prepare for the future. Then use the following tips to be more effective as you learn
for work.

Plan your learning with your career path in mind.

When you can see how your learning fits into the bigger picture of your life and
work, or your career path, you’ll be a more motivated, more effective learner. Plan
your career path based on your skills, experiences, interests, and preferences.
This can help you make good decisions and take positive steps at all stages of
your life.

Identify what you need to learn in the short term.

In the short term, learning can help you meet an immediate need, such as
mastering a new computer program or technical skill:

— VIEW TABLE OF CONTENTS

+ Check your most recent performance review. Then ask your supervisor or talk
with a more experienced co-worker about skills that you can improve on.

« Think about a typical work day. Identify any tasks you avoid or struggle with
because of knowledge or skills you don’t have, such as preparing and delivering
presentations.

* |If your job responsibilities have increased over time, ask yourself if you need
training to be more effective in these responsibilities; for example, to supervise
or train others.

+ Take advantage of any short-term training opportunities your employer or other
organizations offer; for example, training to use new equipment.

Identify what you want to learn in the long term.

Build skills and knowledge that support your future goals, such as getting
a promotion:

* Develop new skills that will be useful beyond your current position. For example,
if you’re interested in management and have an excellent supervisor, think about
your supervisor’s skill set and begin learning or improving those skKills.

* Volunteer for projects that challenge you to learn new things or work with new
people. This will help you improve your skills, network outside your area, and
gain valuable information about your organization.

+ Talk with a mentor about learning goals that will help you advance your career.
If you don’t have a mentor, ask for one.

Adapt to a changing future.

If you can prepare for possible changes that may affect your workplace and industry,
you can plan your learning to help you adapt. Prepare and watch for change by
observing the labour market. Keep in touch with your industry. Talk to others in your
workplace, follow industry leaders online, and attend related events.

From Learning to Enhance Your Career. (n.d.) Government of Alberta.
http://alis.alberta.ca/ep/eps/tips/tips.htmI?EK=187. Adapted with permission.

For more career-related information, check out alis.alberta.ca.
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Comprehension 4. Which of the following is a long-term learning goal?

Answer the questions: a) Learn new skills that will be useful for a position you would like.

. - . b) Find a training course to improve a skill you need now.
1. The reading gives advice on how to

c) Ask a supervisor what skills you need to work on.
a) improve your career opportunities

b) write shott-term goals 5. Planning what skills and knowledge you need will help you adapt to

c) change your career change.

a) True

2. According to the reading, which one of the following benefits can you b) False

get by improving your knowledge and skills?

a) You will be more intelligent than your colleagues. :
b) You may like your job better. ~ Vocabulary

¢) You may retire sooner. What do the following words mean in the text? Match each word with the

correct meaning. There is one extra meaning.

3. Career planning is the process of

a) learning how to make career goals Word Meaning

b) motivating yourself for a future career a) | raise (Paragraph 1) change or adjust to

o a different situation
¢) building your career

b) | promotion (Paragraph 1) expect or predict

c) | mentor (Paragraph 4)
d) | adapt (Paragraph 5)

an increase in salary

a move to a better position

someone who can advise or

guide
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Before you listen

AGENDA * PARKING

* DRESS CODE
* WORK HOURS AND BREAKS
* COMPANY CHART AND REPORTING

Ray, your Strategy Coach

* USING THE RADIO

1.4 Predicting helps with
understanding

Go to page 283 to learn more.

* KEY REQUISITION PROCESS
* TIME SHEETS
* TOUR OF THE OFFICE AND EMPLOYEE FACILITIES

CDN MALLS

2. Talk about what the following words and phrases mean. Listen carefully
tfor the words and phrases in the listening excerpts and think about their

Complete the following to help you prepare for the listening excerpt:

1. In the video, we saw the list of points Sima had planned for the first day
of the orientation. Look at the list again and think about the questions.

meanings.
a) What do you think the two ]iSthliflg excerpts will be about? Cle‘pOOl performance review probation encourage
. . D . . °
b) What do you already know about the points on the list: press two-way radio - e
identifier emergency contacts release button
monitor shifts procedure

= VIEW TABLE OF CONTENTS In the Workplace: Chapter 1 Page 18




Listening: Excerpt | After you listen

Ray, your Strategy Coach Comprehension

Answer the questions.

@ 1.5 Read the questions first 1. What is Sima discussing?
Go to page 284 to learn more. 2) Parking
b) Dress code
c) Work hours and breaks

Read the questions in the Comprebension section so you have an idea of 2. The onboarding process at CDN Malls lasts for three months.
what to listen for. Then listen to Sima explaining company policies at :
the onboarding meeting.

P : : b) TFalse

a) True

3. Which of the following points will be discussed on Friday?

a) Performance review

b) Holidays

c) Time sheets

= VIEW TABLE OF CONTENTS In the Workplace: Chapter 1 Page 19
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4. Which one of the following is true of the urban heat 1sland effect? Vocabulary @

a) It makes us use a lot of energy and can make the air and water

Complete the following:
quality bad.

b) It helps us save enerey but is harmful to the air and water. 1. Listen to Excerpt 1 again. Identify the words and phrases you heard in
: this excerpt. Talk about what the words and phrases mean. Compare them

¢) Itis good for the air and water but makes us waste energy. with the meanings you had discussed in the Before you listen section.

5. carpool performance review  probation encourage
* Many employees at CDN Malls take transit, bike to work, or press two-way radio raise strict
carpool. :
identifier emergency contacts  release button

* The parking lots don’t have black asphalt.

* There are lots of trees and plants in the parking lots. MOnItor sl fi procedie

Which one of the following company values are the statements above 2

Use a dictionary to look up the words and phrases you identified above.
examples of?

Write down their meanings. Some words/phrases may have more than one
meaning. Be careful to select the meaning of the word/phrase as it is used

a) Empower people to do their best. in the excerpt.

b) Keep service foremost in mind.
3. Write sentences using the words and phrases you wrote meanings for.

c) Promote sustainability and be environmentally friendly. Talk about your sentences

= VIEW TABLE OF CONTENTS In the Workplace: Chapter 1 Page 20
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Listening: Excerpt 2 After you listen

Ray, your Strategy Coach Sandy, your Workplace Mentor

(i) 1.6 Understanding the order F a1 1.3 Checking for
of instructions Abs < understanding

Go to page 285 to learn more. ' Go to page 245 to learn more.

Complete the following: Comprehension

Read the questions in the Comprebension section so you have an idea of Complete the following:

what to listen for.
1. What is Sima discussing?

Next, listen to Sima give instructions. Notice the words she uses to .
make the order of the instructions clear. Notice also how Raja and Paul : 2) Parking
double-check the information she is giving them. b) Using the radio

c) Filling in time sheets

= VIEW TABLE OF CONTENTS In the Workplace: Chapter 1 Page 21
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2. Put the instructions for answering a call on the radio in order. Number Vocabulary @
the instructions to show the correct ordet. :
Complete the following:

At the end of your shift, write down the details in the log.
1. Listen to Excerpt 2 again. Identify the words and phrases you heard in

First, press the Talk button and hold it to speak. this excerpt. Talk about what the words and phrases mean. Compare them
: with the meanings you had discussed in the Before you listen section.

When the other person has finished speaking, press the Talk
button and hold it to speak again.

carpool performance review  probation encourage
Holding the button down, identify yourself using your radio . ' .
identifier. press two-way radio raise strict
Release the button when you have finished speaking to hear identifier emergency contacts  release button
the other person speak again. |

monitor shifts procedure

Follow Steps 3 and 4 until the end of the communication.

2. Use a dictionary to look up the words and phrases you identified above.
Write down their meanings. Some words/phrases may have more than one
a) True meaning. Be careful to select the meaning of the word/phrase as it is used

3. Sima thinks people can learn how to use the radio very quickly.

b) False in the excerpt.

3. Write sentences using the words and phrases you wrote the meanings for.
Talk about your sentences.
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Discussion
Refer to the questions in the Before you listen sections.
Think about the listening excerpts that you heard.

Discuss the answers to these questions:

* Did you correctly predict what the listening excerpts were going to
be about?

* How did reading the questions and thinking about what you were
going to listen for help you understand?

e What are two new things you learned in the listening section?

In the Workplace: Chapter 1 Page 23
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Listening progress check - . S . .
g Prog Next, in your profile, click on the Time In or Time Out button,

' : depending on whether you are arriving at work or leaving. When
Complete the following: you click on the Time In or Time Out button, the computer will

automatically enter the current time.

The instructions in the table are for using the online time sheet system.

They are not in the correct order. Read each instruction carefully and do The first thing you do once you have entered the TimeTracker

the following: system 1s click on My Time Sheet.

* Identify the sequence words in each sentence that will help you Once you have clicked on Name, scroll down the list until you

: : tind your name, and then click on it.
determine the order that the steps should go 1n. y ’

Start by clicking on the TimeTracker icon on the computer. That

* Listen to the dialogue. S .
& will bring you to the time sheet system.

* Number the steps to show the correct order.

Once you are on the My Time Sheet screen, the second thing you
will do is click on the button that says Name.

Finally, when the time appears in the box, remember to click Save
so that your hours are recorded. If you don’t click Save, you will
have to start over again.

When you click on your name, it will take you to your own profile,

with your name on the top.
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Before you write

Instructions are usually found at the top of

the form. Follow them carefully.

Sandy, your Workplace Mentor

e

@ 1.4 Filling in forms
[ 4 & RecyclesInc. Application for Employment

Go to page 246 to learn more.

— Fill in the form using block letters. Use black ink.

Personal information: [] Mr. [ Mrs. [ Miss [] Ms.

: Last name: First name: Middle intial: ___

In this section, we will practise filling out forms that are commonly used —>
. : Address:
in the workplace.

L . . . . . Province: Postal code: Country:
Filling in forms is an important skill that you will need for many tasks
related to employment and daily life. All forms do not look the same, :
but often they follow a similar basic layout. e e s s ettt e bt e el ottt
It is important to read the instructions on the top of the form and :
follow them when completing the form. The first section on a form usually asks for your

personal information. Fill it in carefully.

It is also important to fill in all of the information requested. If there is
a space that does not apply to you, such as children’s information when
you do not have children, then write N/A in that spot, meaning “not

applicable.”
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The middle sections(s) on a form usually ask for information

related to the purpose of the form. You may need to look up
information to answer this part.

Position applying for:

Related experience:

Employment history:

Common vocabulary used on forms

Different words can be used to refer to the same information on forms.

Put each of the words or phrases below into the correct column:

Cell Family name Job Date of birth
Surname Phone number Given name Occupation
Name Tel Mobile DOB

Place of employment | Position Date from: Date to:

First name | Last name | Employment | Birthdate | Telephone

| certify that all of the information on this form is true.

—> Signed: Date:

The last section on a form usually asks for your signature as
a statement of truth. When you sign this, you are saying that

everything on the form 1s correct and true. Double-check all the
information before you sign the form.
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Common form layouts @ 2. Itis the 23rd of March in 2016. Write this date following the different
: formats below.

All forms do not look the same. Information is laid out differently, :

depending on the purpose of the form. Let us look at some formats you a)

might commonly see. Talk about these different formats. :

Year Month Day

Complete the following:

1. You live in Calgary at 1423 Main Street in Apartment 23. Your postal b) DD/MM/YYYY
code is T2A 1B2. Write your address following the different formats.
2) c) Year Month Day
Number Street Apartment City Province Postal Code | | | | | | | | | | |
b)
Apt./Unit Street No. Street Name City/Town Province Postal Code
c) Address

In the Workplace: Chapter 1 Page 27
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Writing practice

Filling in a form 8

Complete the following:

1. Read through the form carefully. Talk about what you think this form is

for. Can you identify any parts of the form that you should not fill in?
How do you know? Talk about this.

2. Put the information below into the correct place on the form to
complete it for Sally Smith, a new employee. Some information has
been completed for you.

Sally 405005 Marketing

Product Specialist Smith ssmith@cdnmalls.ca
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n:ilinln KEY/CARD REQUISITION FORM

Employee details

First name: Last name:
Employee #: Department:
Position: Email:

Edith Hall

Supervisor name:

Request for: [j key [j *access card

*New employees will need to have their picture taken at the main security office.
(Monday to Thursday 8:00 am to 4:00 pm. Closed on statutory holidays.)

Reason for request

[3 New employee [j *Re-issue of lost key/card

*There is a charge of $35 to re-issue a lost key or card.

Keys and cards are the property of CDN Malls. Lost/stolen keys and cards must
be reported to security immediately. Any duplication is strictly prohibited.

Employee Signature: 3«%7 Seo Al
Supervisor Signature: Edtl Hall Date: [6/1/2016

For office use only.

D Charge D No charge Order # Date due:
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3. Another form that is commonly completed by new employees is a direct
deposit form. Do the following:

* Go to your bank.
* Ask for a direct deposit form.
e Fill it out, but do not use your own personal information:

* Do not write your own SIN on the form. Use this number
instead: 123456780.

* Do not write your own bank account details. Use these
numbers instead:

Transit number: 99999  Institution: 001  Account number:
9999999901.

* Do not write your own birthdate. Instead, complete this field
with any date that is not your real birthdate.

* Submit the direct deposit form to your instructor for feedback.
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Writing progress check

Rubric

The table is a special type of form called a rubric. Rubrics are often
used to measure how well a person completes a task.

On the left side is the writing task or assignment, with the main
requirements below it. The requirements show how you should
complete the task.

There are spaces for checkmarks in the four middle columns to show
how well you did. On the right side, there is a space for comments from
the instructor or testet.

Complete the writing task on the next page, paying attention to the
expectations in the rubric.
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Chapter 1: Writing progress check

e Topic: Workplace documents
e Task: Fill in a form

Name:

Date:

All

Criteria

Most

What can you do
better next time?

Some
None

You filled in all of the required
spaces with information.

The information you put on the
form 1s in the correct spaces.

You used the correct
abbreviations and spelling.
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Task @

One of the forms that new full-time employees need to fill out is an
Employee Health Benefits form. This form is necessary to get financial
coverage to help pay medical and dental expenses while a person is
employed at a company.

Complete the following:

1. Fill in the Employee Health Benefits form for Raja Rao, a new employee
at CDN Malls. Use his information below.

2. Use the rubric on the previous page to help you complete the form.

Health Matters
Insurance

Employee Health Benefits Form

Complete this form in block letters with black ink.
Complete this section with your information:

* Raja S. Rao is married.

* He lives at 1234 Centre Street N in Calgary with his wife
Shanti R. Rao.

* They do not have any children.

* Their postal code is T1A 2B3.

* Their phone number is 403-222-3434.

* Raja will be working at CDN Malls (403-277-6255).

* Raja is applying for family benefit status.

* Raja’s Provincial Health Care number 1s 12345-6789.
 His wife’s Provincial Health Care number is 12345-6780.

Surname Given Name Middle Initial DOB
YYYY-MM-DD
Address City Province Postal
Code
Tel Gender Provincial Health Care Number
H( ) - W( ) - (OMale (JFemale

Complete this section with family information:
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Type of Coverage Married Number of Children
(O single (J Family (OYes [(JNo
Spouse’s Information
Surname Given Name Middle Initial DOB
YYYY-MM-DD
Address (if different from applicant) City Province Postal Code
A .
\\' /\ . B / \/\\/’ . / /\ A \\ N
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Tel Gender Provincial Health Care Number
H( ) - W( ) - (O Male
(O Female
Children (under the age of 21)
Surname Given Name and Gender DOB Provincial Health
Middle Initial(s) YYYY-MM-DD Care Number
Om OF
Om OF
Om OF

Complete this section with your signature:

| certify that all the information on this form is true and complete. | give permission to
Health Matters Insurance to use this information for my health coverage.

Signature:

Date:

Do not write here. This section to be completed by the employer.

Plan Name Plan Number Date of Coverage
YYYY-MM-DD
Occupation Department Employee Hiring Date
Number YYYY-MM-DD
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Speaking

Pronunciation

Task |

Listen to the pronunciation of the words and phrases in the audio for
Task 1. Repeat and practise.

Ray, your Strategy Coach

1.7 Listening for thought

groups

Go to page 289 to learn more.

accountable empower monitor release
adapt encourage onboarding rewarding
appropriate foremost in ongoing shifts

mind Task 2 ¢
attitude ood fit for erformance 1 , : :

g good per ¢ soii: sl Listen to the audio for Task 2. Pay attention to how the speaker groups
revie :
View words together. Mark any pauses you hear with a /.

button hard skills position strict

. _ _ L Discuss the pauses you marked.
carpool identifier potential sustainability Practise reading along with the audio, pausing where the reader pauses.
conform identify press trait
core influence probation two-way radio A company’s values are also important when employers make

: decisions to retain employees. Employers expect employees to show
demonstrate introduce procedure values , _ ,

the right attitude and to demonstrate these values once they hire them.
diversity keep up promote .
‘ - —/\\/ /\\/\ e P /A\A\ VAN o — /\ O N

earn a raise mentor promotion
emergency mission raise
contacts statement

— VIEW TABLE OF CONTENTS

In the Workplace: Chapter 1 Page 33



https://centre.bowvalleycollege.ca/OER/PDFs/BVC/itw_C1SpeakingPTask2_p33.pdf
https://centre.bowvalleycollege.ca/OER/Learning-Objects/BVC-Chapter-1/BVC1SpeakingPro.html

MWWW\NW% Speaking practice

They expect employees to conform to the company’s culture and adopt
its values. Many successful employees use these values to set goals

for improving their soft skills. They know that many companies promote
from within. They know that they have a better chance of getting a higher
position in the company if they can demonstrate these values along with
their hard skKills.

Ray, your Strategy Coach

1.8 Making connections in
dialogues and clarifying
information

Go to page 290 to learn more.

1.5 Informal workplace
conversations

Go to page 247 to learn more.

In the Workplace: Chapter 1
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Complete the following:

1. a.) The table contains pieces of a dialogue between Paul and Kevin,
another employee at CDN Malls. The pieces of dialogue are not in
order. Put the pieces of the dialogue in order. Number them to
show the correct sequence. Discuss why you arranged the dialogue
the way you did.

b.) Check your answers in the answer key.

— VIEW TABLE OF CONTENTS

Kevin: | Well, it’s been close to seven years.

Kevin: | The Regal?

Paul: Seven years? You must enjoy your job! Oh, sorry, but I have
to rush. I just realized it’s almost one. I promised to meet
someone at the reception. It’s been great talking to you,
Kevin. Bye.

Kevin: | How’s it going?

Kevin: | Oh, yeah. You’ll really enjoy working here. It’s well run,
and all the supervisors are great. They really are about
empowering everyone to do their best.

Paul: Yeah. And, after lunch, we get to observe people doing the
tasks we will be performing. What a great idea—watching the
people in action and easing into it like this. I didn’t have this
at my last job.

Kevin: | See you later!

Paul: At the Regal.

Paul: From Finance? Nice to meet you. I’'m Paul. Guest Services.
This is my first day here.

Paul: Yeah. It’s a boutique hotel in Calgary. Have you worked here
long?

Kevin: | Hi, you must be new here. I haven’t seen you before. I'm
Kevin from Finance. Pleased to meet you.

Paul: Great, actually. I thought it would be information overload,
and I was prepared for that. But it is all very well organized
here.

Kevin: | And where was that?
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2. Listen to the audio for this task. Listen for the pronunciation of the
words and the thought groups. Practise reading along with the audio,

pausing where the reader pauses. Listen for and identify examples of
clarifying information.

3. Practise the dialogue with a partner. Pay attention to eye contact and
body language.

4. Discuss the dialogue.

a) Did Kevin and Paul discuss anything personal? Why/Why not?

b) What are some appropriate topics to talk about when you meet
someone for the first time at a new job?

¢) Did Kevin and Paul always speak in full sentences? Why/Why not?

d) What are three questions you could ask a co-worker on your first
day?

e) What are three ways to clarify some information you do not
understand?

f) What are three ways you can close a conversation politely?
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Speaking progress check Chapter 1: Speaking progress check

Rubric :

e Topic: Workplace documents Name:
Read the information in the rubric to the right. It explains what you * Task: Participate in a conversation Date:
need to focus on in this activity. :

Complete the speaking task on the next page with your instructor or a
classmate, paying attention to the expectations in the rubric.

Yes
Almost
No

Criteria How can you improve?

You responded
to a greeting
appropriately.

You asked a
question to get the
information you
needed.

You clarified the
information.

You closed the
interaction with
appropriate
details.

You maintained
appropriate eye
contact thoughout
the interaction
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Task

Context

Instructions

You are a new employee at CDN Malls, and you are looking for the
conference room where you are going to have your orientation. Ask
the receptionist for the information. Your instructor or a classmate
will play the role of the receptionist.

1. Read the full dialogue and think of appropriate answers. Read the
cues carefully. They will tell you what to do. You can make notes to
help you. You have five minutes for this.

2. Now role play the dialogue with a classmate or your instructor. Use
appropriate eye contact and body language.

(Receptionist) Good morning. Can I help you?
You * Respond appropriately.
* Ask a relevant question.
(Receptionist) It’s on the third floor. Turn right after you exit
the elevator. It’s the last room on the right.
You * Ask a question to clarify the information.
(Receptionist) [Answer question]
You * Close the conversation appropriately.
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In this chapter, you

identified common Canadian workplace interactions and behaviours

located information in a workplace document

identified sequence words in texts

completed workplace forms

clarified information.

Discussion

Think about what you did in Chapter 1.

Discuss

* something in this chapter that was new to you

two things you are more confident about now
* one thing you would like to improve

* how mission statements and values affect a company’s culture.
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Sandy, your Workplace Mentor

1.6 Reflection in the
workplaces

Go to page 248 to learn more.

Reflection @

In this chapter, you learned how mission statements and values affect
a company’s culture. Select one of the CDN Malls values listed below.

e Keep service foremost in mind.

Empower people to do their best.

Take responsibility and be accountable.

Respect all types of diversity.
* Demonstrate a positive team spirit.

* Promote sustainability and be environmentally friendly.

Think about how this value is important to you in your current context.
Also think about three ways that you could improve your soft skills related
to this value. Write a short paragraph about the value and how you could
improve your soft skills in that area.
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Extension Research

Do one of the following:

Ray, your Strategy Coach

* On YouTube, look for a short video giving tips on how to handle
your first day on the job. Make notes to present to a classmate or your
instructor.
https://www.youtube.com/

Go to page 292 to learn more. * On the ALIS website, do a search for tips on how to handle the

tirst day on the job. Make notes to present to a classmate or your

@ 1.9 Learning new vocabulary

instructor.
http://alis.alberta.ca/index.html

Chapter vocabulary list and language logs (@

a) Print the Language Observer Log and the Language User Log to help
you extend your language learning into daily life.

b) Look at the Chapter Vocabulary List at the end of this chapter and
choose four words from this chapter that you want to learn to use, and
write them in your language logs.

Interview

Informally interview one person who has been through an orientation at
a new job. Find out what the process was, how long it took, and whether
or not the person found it useful. Talk about this information with your
classmate or instructor.
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Chapter vocabulary list

Word Form Meaning

accountable adjective required to be responsible for something

adapt verb to change or adjust to a different situation

appropriate adjective right or suited for some purpose or situation

attitude noun a feeling or way of thinking that affects a person’s behaviour

button noun a small part of a machine that you push to make the machine work

carpool verb to regularly share a car with a group of people when they are going to and from their jobs

conform verb to obey or agree with something

core adjective the most important or basic part of something

demonstrate verb to show (a quality or feeling) clearly to other people

diversity noun the state of having people who are of different races or who have different cultures in a group or organization

earn a raise expression get an increase in salary

emergency contacts noun information, such as a telephone number, that is used to reach someone when an unexpected or dangerous
situation takes place

empower verb to give power to (someone)

encourage verb to tell or advise someone to do something

foremost in mind expression most important to consider or think about

good fit for expression well suited for something (e.g., a job)

hard skills noun specific, teachable abilities that can be defined and measured
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Word Form Meaning

identifier noun a person or thing that identifies someone or something

identify verb to know and say what something is or who someone is

influence verb to change or affect someone or something; to cause changes without directly forcing them to happen

introduce verb to present (something) for discussion or consideration

keep up verb to go or make progress at the same rate as others

mentor noun someone who can advise or guide

mission statement noun something that states the purpose or goal of a business or organization

monitor verb to watch, observe, listen to, or check (something) for a special purpose over a period of time

onboarding noun a process of helping new employees understand the expectations of the employer

ongoing adjective continuing to exist, happen, or progress

performance review noun a method of documenting and evaluating how well an individual does at his/her job

position noun the rank or role of someone or something in an organization

potential adjective having the chance or possibility that something will happen or exist in the future

press verb to push (something, such as a button or lever on a machine) with your finger or hand

probation noun a period of time during which a new employee is evaluated to decide whether he/she can do the job well enough

procedure noun a series of actions that are done in a certain way or order; an established or accepted way of doing something

promote verb to make people aware of (something, such as a new product) through advertising; to make (something) more
popular or well-known

promotion noun a move to a higher or more important position in an organization

raise noun an increase in salary

release verb to stop holding (someone or something)
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Word Form Meaning

rewarding adjective giving you a good feeling that you have done something valuable, or important
shifts noun the scheduled periods of time during which a person works

soft skills noun people’s abilities to interact effectively with each other

strict adjective demanding that people obey rules or behave in a certain way

sustainability noun the ability to use without completely depleting or destroying natural resources

traits noun qualities that make one person or thing different from another

two-way radio noun an apparatus that can send and receive sound messages

values noun strongly held beliefs about what is valuable, important, or acceptable — usually plural
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Chapter 2: Personal Management

Introduction

Objectives While watching the video, think about the questions below. Write down
' information that you think is important.

In this chapter, you will * Who are the people in the video?

* identify important personal management habits for Canadian e What is the video about?
workplace environments :

* identify implied meanings in conversations
* distinguish between fact and opinion
* write descriptions of events in an organized structure

e create oral summaries of information.

Video

Watch this chapter’s video. An incident has occurred at CDN Malls.
Observe how the different employees react to the situation. Listen
to the language that they use, and notice how they show that they are
listening to the other person.
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Focus questions 4. Do you think Paul is a good listener? Why?

5. How comfortable are you with making and maintaining eye contact when

Sandy, your Workplace Mentor

you are in a conversation with someone? What 1s appropriate eye contact to

your
Hi! I am Sandy, your Workplace Mentor. Throughout this book, I will give

you important pointers to help you understand the general environment in 6. What is Raja concerned about? Why is Paul not concerned about this?

many workplaces in Canada.

7. According to Paul, what is quite normal in many Canadian workplaces?

2.1 Point to focus on: 3
Eye contact :

9. What are the pros and cons of the way Susan handled the situation?
Go to page 249 to learn more. :

What happened to prompt Susan’s email?

In the video, you watched Raja and Paul’s reactions to an email sent out
by their manager.

Discussion
Discuss the following:

1. What do you notice about the way Paul and Raja talk to each other? Are
they being formal or informal with each other? How do you know?

2. Is the email that Susan sent out formal or informal? How do you know?

3. Do both Paul and Raja maintain eye contact all the time? Who makes
the longer eye contact, the listener or the speaker? Why?

— VIEW TABLE OF CONTENTS In the Workplace: Chapter 2 Page 47



https://centre.bowvalleycollege.ca/OER/Learning-Objects/BVC-Chapter-2/BVC2FocusQuestion.html

: Read

Ray, your Strategy Coach —
Hi! ’'m Ray, your Strategy Coach. I will give you some important tips to Read this newsletter from CDN Malls.
help you build your learning strategies. :

m NEWSLETTER
@ 2.1 Scanning for information

Go to page 294 to learn more.

Important Dates

* Meeting for all staff: Sept. 6
e Safety review: Sepft. 15

* Radio training: Sept. 17-18

e Safewalk review: Oct. 12
* Thanksgiving event: Oct. 9-13
e Halloween event: Oct. 30-31

Before you read

Employee of the Month

Be the Best Employee You Can Be!

Discuss these questions to prepare for the reading: Being the best employee you can be

means having more than just the training

1. Look at the title of the reading text that follows. What do you think this and hard skills to do your job. You also
reading will be about? need to do more than just arrive on
time and complete your tasks. To be an Tania Markova, Marketing and
2. Look at the headings. What information do you think you will read effective and valued employee, you also Communications
about in this text? need to demonstrate good
: personal management skills. What are Tania is the Employee of
these skills2 Read more to find out. the Month for August!
Congratulations, Tanial
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Five ways to demonstrate effective
personal management skills:

* Manage time effectively.
e Demonstrate a positive attitude.

e Learn continuously.

Work responsibly.

Be creative and flexible.

Manage time effectively

In order for a company to run smoothly
and effectively, all members of the team
need to work together, follow their set
work schedules, and meet deadlines.
Demonstrate that you are a responsible
and dependable employee by
completing your tasks punctually. Arrive
on time for work and after breaks. Check
with your supervisor if you need to make
a change in your schedule and ensure
that your co-workers are aware of any
changes.

Demonstrate a positive attitude

Show that you take pride in your job by
working with a positive attitude.

A positive, can-do attitude shows your
employer that you enjoy what you do,
and it makes the workplace a more
pleasant place to be. Face challenges
optimistically and be solution-oriented.
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Does someone you know
deserve to be Employee of
the Month2 Nominate an
outstanding employee at
CDN Malls for this honour
by filling out the nomination
form.

Safety First!

A reminder to all staff to
watch out for safety hazards.

A loose floor tile caused an
accident recently.

Please report any possible
unsafe conditions to security
immediately.

Attend the safety review
session on Sept. 15 from
3:00-4:00 p.m.

Work cooperatively with your co-workers.

Positive employees are the kind of
employees who employers like to retain.

Learn continuously

Improve your knowledge and skills by
reading, taking courses, and learning
new things whenever possible. Take
advantage of different ways to increase
your learning. This shows your employer
that you are interested in expanding
your knowledge and are ready to take
on new challenges and maybe even

a new position.

Work responsibly

What's New in the
Mall?

Toys Galore Will be
opening in the south
corner of the mall on
Sept. 1.

New flooring will be
installed throughout the
mall during the month
of September. Watch for
construction!

Be accountable for what you do at work. If you make a mistake, accept it
and find a way to fix it. Look for ways to improve your performance. When
you are in a leadership role, encourage others and show your employer
that you are dependable and able to handle challenges.

Be creative and flexible

Search out new ideas and solutions to problems. If you are asked to take
on new or different responsibilities, be open to them.
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After you read

Scan the newsletter to find the answers to the following questions:

Comprehension 4. \zlillicph of the following demonstrates effective personal management
: skills:

Answer the questions below. Be ready to discuss your answers. 2) Be an expert in technical skills.

1. What is the main purpose of this newsletter? b) Manage your time effectively.

a) To share important information with the employees at CDN Malls ¢) Prove you are better than your co-workers.

b) To entertain the employees of CDN Malls

: 5. The section titled “Learn continuously” talks about
c) To get people to buy it

a) enrolling in courses all the time

2. Who is this document written for? b) taking opportunities to extend your knowledge

a) Customers of CDN Malls c) doing what you can to get a promotion

b) Employees of CDN Malls

ibly?
¢) Customers and employees of CDN Malls 6. What are two ways you can show that you work responsibly:

a) Improve your technical skills and get a promotion.
3. What is the main article in the CDN Malls newsletter about? b) Challenge others and solve problems.
a) The top employees at CDN Malls c) Be accountable and show that you are dependable.
b) How to be punctual .

» ;
&) How to be an effective employee 7. Who should people report unsafe conditions to:

a) Co-workers
b) The nearest store

c) Security
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8. What is the date of the Safewalk review?

a) Oct. 12
b) Sept. 6
c) Oct. 9-13
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Vocabulary

Ray, your Strategy Coach

@ 2.2 Guessing new words

Go to page 295 to learn more.

Meaning

1. Refer to the text. Guess what these words mean. Use your own words to
describe them. Talk about their meanings in the reading;

a) punctually (Paragraph 2)
b) continuously (Paragraph 4)
c) accountable (Paragraph 5)

In the Workplace: Chapter 2
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2. Fill in the blanks with suitable words or phrases from the list in the box. 3. Match the Personal Management Skill on the left to an example on the right.

optimistically can-do attitude  valued Personal Examples
: Management
solution-oriented  nominate personal management Skills
a) | Wotk responsibly Susan is reading a book titled The

a) She always found a way to make things work, no matter how hard it Secrets to Positive Team Leading so that

was, because she had a she can be a better manager.

b) He received an appreciation award because he was a b)

Demonstrate a Paul arrives 10 minutes early before
member of the team. : positive attitude each shift to give himself time to
¢) If you look at life , your future looks positive. | change his shoes and get ready to
: work.
d) She demonstrated excellent skills, so everyone :
enjoyed working on her team. c) | Be creative and Sima noticed that the schedules were
tlexible getting mixed up and a few people
¢) He was very , 50 he always looked for ways to were double-booked. She looked for

improve 1ssues. - a new computer program for

managing schedules and suggested it

to Susan.
d) | Manage time Customers have noticed and
effectively commented that Raja always greets

them with a smile and is always
willing to help.

e) | Learn Sima takes a few minutes every day

continuously to check in on Raja and Paul to see if
they need help and to let them know
she is available if they need anything.
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Form | &

- —

Some words in English are used as both nouns (person, place, or thing)
and verbs (action or state words). The spelling is the same, but the
meanings are different, depending on how they are used in a sentence.

Read the words and their definitions below:

Address

Noun: the location of a building, including the number and
street

Verb: to deal with a problem
Challenge

Noun: something that is difficult to do

Verb: to disagree with someone’s ideas, rules, or authority
Report

Noun: a written document about a subject

Verb: to tell someone about something that has happened

— VIEW TABLE OF CONTENTS

Break

Noun:

Verb:

Notice

Noun:

Verb:

Contact

Noun:

Verb:

Value

Noun:

Verb:

a short period when you stop what you are doing

to damage something

a sign that gives information about something

to see or be aware of something

a person you know at a particular place who could help
with a job or position

to phone, email, or communicate with someone

the amount that something 1s worth

to feel that someone or something is important to you
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Fill in the blanks in the sentences with the correct words from the box
below. Each word will appear once as a noun and once as a verb.

address challenge report break
contact value notice
a) She had to the accident to Security right away so

that they could call Maintenance.

b) Who should I to sign up for training?

of the Canadian dollar?

c) What is the

d) That project is very complicated. It will be a

e) Your for lunch is from noon until 1:00 p.m. every
day.

f) Please the problem with the entire staff.

g) Did you the new schedule posted in the staff
room?

h) I have to submit my weekly
project.

1) If you are looking for a job, I have a at the gas
company.

j) Remember to fill in your on the top of the form.

k) I read the reminding us about the meeting

tomorrow.

on the progress of this

1) Boss to employee: “You are very smart and work very hard. I
your contributions to the team.

m) She does not agree with the information presented, so she will
it.

n) Don’t drop the laptop, you might it.

Discussion

Refer to the CDN Malls newsletter. Do the following:

* Notice the kind of information that is included in this workplace
newsletter.

 Think about what other kinds of information can be included in
workplace newsletters.

* Discuss how newsletters are useful in the workplace.
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Reading progress check

Employee of the Month Nomination Form

Purpose: The Employee of the Month program recognizes excellent
employees at CDN Malls. These employees demonstrate the
company values on the job every day and contribute to the

@ 2.2 Employee recognition safe, positive working environment at CDN Malls. Winners will
: have their name put on the Employee of the Month poster and

Sandy, your Workplace Mentor

rograms . .
prog receive a mall gift card.

Go to page 250 to learn more. Eligibility:  Any employee of CDN Malls who has been working at the

company for at least six months (except management) can be
nominated.

: Criteria for selection: Please use the information below to describe why you
Complete the following: are nominating this person for the Employee of the Month award.

.o ) ) a) The employee demonstrates excellence in his or her position.
This is a completed Employee of the Month nomination form. One

of Sima’s co-workers has nominated her for this award. First, read the b) The employee demonstrates the qualities of our mission statement and

questions in the Comprehension section so you know what information to values in his or her daily work.

look for. Then read the form and answer the comprehension questions Nomination:

that follow. Qima Qagan

Employee’'s Name:

Guegt Servicee Coordinator

Employee’s Position:

Please explain why you are nominating this employee:

Sima ig alwayg willing to help and trieg to make sure that things

run ag emoothly ag posgible in the mall. She always looke for

wayg to make thinge better. She explaing thinge clearly to new
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employees and helpg them whenever they need it go that they

can do their best algo. She alwayg provides the best customer

service posgible and makeg all customerg and clients feel welcome

at the mall. She encourages ug all to do the begt we can at our

jobg, and she makeg the mall a positive place to be. She reminds

us to be ag environmentally friendly as posgible and to care

for the environment. She carpoolg everyday to help protect the

environment.

Nominator's Signature: SZ“M'Z/ M

Date: Jaﬂuarg 12, 2016

Nomination forms must be submitted to Human Resources by 4:00 p.m. on the
15th of each month. They can de dropped off in person or emailed to
hr@cdnmalls.ca.
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Comprehension 4. Which of the following people should be nominated for this award?

a) The maintenance worker who started last month, gets things done on

Answer the following questions:
time, and is very courteous to customers

1. What is this document for? b) The security person who always greets customers with a smile, has
2) To submit hours for pay : never been late in 10 years of working at the company, and is always
willing to help others

b) To recognize employees for their good work . _
¢) The customer service manager who encourages her team to do their

¢) To recognize management for their good work best, supports them in everything she can, and is always trying to
: improve her skills

2. Who can be nominated for Employee of the Month?
: 5. What are three reasons why Sima’s co-worker has nominated her for
a) All employees and management at CDN Malls Employee of the Month?

b) Employees and management who have been working for at least six

months a) She provides great customer service, helps new employees, and makes

the mall a positive place.
c) Employees who have been working for at least six months, but not

management b) She has been working at the mall for a long time, carpools, and

organizes the Information Desk.

3. What dav must the nominations be submitted bv? c) She is always on time, helps new employees, and does a lot of training.
: at day must the nominations be su ed by:

a) The first day of each month
b) The last day of each month
¢) The 15th day of each month

In the Workplace: Chapter 2 Page 57
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Vocabulary

What do the following words mean? Match each word with the correct

meaning.
Word/phrase
a) | nomination (Title and

b)

&)

Section 3)

criteria (Section 2)

submitted (Bottom of
page)

nominator (Section 3)
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Meaning

A formal suggestion for
someone to receive an
award, recognition, or
position

The person who suggests
that another person
should be considered for
an award, recognition, or
position

Sent in or handed in to
be considered; usually a
document or suggestion

The qualities used to
guide how a selection is
made
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Before you listen

UGN - |
Complete the following to help you prepare for the listening:
To: All staff
1. In the video, we saw people’s reactions to an email. Read the email that Co:
was mentioned in the video and answer the questions below. : '
) , ) ) Subject: Important reminder to all staff
a) What do you think the listening will be about?

b) What do you already know about the situation? From: Susan Granger

Hello:

We had a recent incident on site. Unfortunately, swift action was not
taken because the area concerned was short-staffed at the time. | would
like to remind everyone that we need to keep to our scheduled break
times so such an incident does not occur again.

Thank you,

Susan Granger
Manager, Guest Services

CDN MALLS
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2. Discuss what the following words and phrases mean. Listen carefully for
these words and phrases in the listening activities and think about their

meanings.
tile to chat to report
something
kiosk to address something  an accident waiting
to happen
safety cone all of a sudden incident report
maintenance to get in touch with

someone
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Listening |

Ray, your Strategy Coach

(i) 2.3 1dentifying keywords

Go to page 296 to learn more.

Complete the following:

Read the questions in the Comprebension section so you have an idea of
what the keywords are and what information to listen for. Then listen to
Susan and Maria talking about what happened.
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After you listen

Comprehension _1_

Answer the following questions:
1. What are Susan and Maria discussing?

a) How to fill out incident reports
b) An incident that happened in the mall

c) New employees in Maintenance

2. What department does Maria work in at CDN Malls?

a) Guest Services
b) Security

c) Maintenance

3. Why 1s Susan talking to Maria?

a) To find out what happened and make sure it doesn’t happen again
b) To tell Maria she did something wrong and report her

c) To find out why Alex didn’t respond
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4. Who was supposed to be available when Norman tried to contact
Maintenance?

a) Alex
b) Susan
c) Maria

5. Which personal management skills should Maria improve on?

a) Demonstrate a positive attitude and manage time effectively.
b) Manage time effectively and work responsibly.

c) Be creative and flexible and work responsibly.
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Read the sentences from Listening 1 below. Rewrite the sentences. Replace

Sandy, your Workplace Mentor

the indirect language with more direct language.

: 1. | Susan said: Norman was working there, but he couldn’t get in
@ 2.3 Indirect statements touch with anyone in Maintenance.

Susan meant:
Go to page 251 to learn more. :

Indirect statements @ 2. | Susan said: It’s important that there’s always someone
: available to respond to emergencies.

When Susan and Maria are talking about the incident that happened at ‘
the mall, Susan chooses words and phrases to approach the situation Susan meant:
with Maria less directly. What she says 1s different from what she :
actually means. Susan uses language as a softening strategy to address
the incident without sounding like she is blaming Maria.

3. | Susan said: Isn’t your break from 10:00 to 10:15 and Alex’s
from 10:30 to 10:45? Norman tried to contact
Maintenance at 10:35, but no one responded to
the call.

Susan meant:
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4. Susan said:

Since Norman couldn’t get in touch with
anyone from Maintenance, it took some time
to find a maintenance worker to mark the tile
as dangerous.

Susan meant:

5. Susan said:

It’s really important to make sure we’re ready
to do our jobs when we’re needed.

Susan meant:

6. | Susan said:

It would be good if we stuck to our assigned
break times so that we’re available when

needed, right?

Susan meant:

7. | Susan said:

It’s really important for us to avoid problem
situations like this in the future.

Susan meant:
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Vocabulary @

1. Listen to Listening 1 again. Identify the words and phrases you heard in
this listening. Talk about what the words and phrases mean. Compare
them with the meanings you discussed in the Before you listen section.

tile to chat to report something
kiosk to address something  an accident waiting to
happen
safety cone all of a sudden incident report
maintenance to get in touch with
someone

2. Use a dictionary to look up the words and phrases you identified above.
Werite down their meanings. Some words may have more than one
meaning. Be careful to select the meaning of the word as it is used in the
listening.

3. Write sentences using the words you wrote meanings for. Talk about your

sentences.

In the Workplace: Chapter 2

Page 64



https://centre.bowvalleycollege.ca/OER/PDFs/BVC/itw_C2AYL1Vocab_p63.pdf

Listening 2 After you listen

Read the questions in the Comprebension section so you have an idea of Comprehension

specific things you need to listen for.
Answer the following questions:
a) Based on the questions, what do you think the listening excerpt will

be about? 1. When did the incident occur?
b) What do you already know about the situation? 2) Saturday the 28th at 10:00
Ana works at one of the stores in the mall. Listen to Ana talk about the b) One week ago at 10:15

incident and answer the questions that follow.
c) Saturday the 28th at 10:15

2. How does Ana know what happened?

a) One of the people who works at Cellphones Plus told her.
b) It happened in front of where she was working.

c) Ahmed from Tech Shop told her.

3. What does Ana think of Ahmed?

a) He is clumsy.
b) He is helpful.

c) He talks too much.
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4. According to Ana, what should be done to avoid this kind of incident in Vocabulary 8
the future? :

1. Listen to Listening 2 again. Identify the words and phrases you heard.

a) Someone should call Maintenance. Talk about what the words and phrases mean. Compare them with the

b) The mall should maintain the floors better. meanings you discussed in the Before you listen section.

¢) They should not carry out large boxes.

tile to chat to report
) something
5. Did the contents of the box break?
kiosk to address something  an accident waiting
2) Yes to happen
b) No
safety cone all of a sudden incident report
c) We don’t know
maintenance to get in touch with
someone

2. Use a dictionary to look up the words and phrases you identified above.
Write down their meanings. Some words may have more than one
meaning. Be careful to select the meaning of the word or phrase as it 1s
used in the listening,

3. Write sentences using the words and phrases you wrote the meanings for.
Talk about your sentences.
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Listening progress check

Discussion

Go back to the questons in the Befo&e)/oz/' listen secton. Think about Read the comprehension questions on the next page first so you notice
what you h.eard in Listening 1 and Listening 2. Discuss the answers to what you need to listen for. Then listen to Raja speak with his friend Sam
these questions: about their workplaces.

* Did you correctly predict what the listening activities were going to
be about?

* How did reading the questions ahead of time and thinking about
what you were going to listen for help you understand?
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Comprehension | # 4. What is Raja still getting used to?

-

Answer the following questions: a) How problems are addressed

b) How to send emails

1. What is Raja and Sam’s relationship?
c) His co-workers

a) Co-workers
b) Supervisor and employee 5. Which notice to staff do you think fits the workplace culture where Sam

c) Friends works?

a) There was an issue with production last week. Please refer to your
2. What are they discussing? training manuals and follow the instructions closely to avoid mistakes in
the future.

a) The way things are handled at different workplaces ' _ .
b) There was a problem with production last week. We will meet on

b) The promotion that Sam got Tuesday at 10:00 a.m. to discuss the problem and identify possible

¢) How Raja likes his co-workers solutions. Please bring your ideas.

¢) There was a problem with production last week. There will be a
, _ _ : meeting for all to attend on Tuesday at 10:00 a.m. The production
P :
3. What is Sam hoping will happen soon: manager will review the rules for efficient production lines.

a) He will get a new job at a different company.
b) He will get accustomed to the workplace culture. 6. What is the best way for Raja to get accustomed to his workplace culture?
c) He will get a new position at his company. a) Ask his boss lots of questions

b) Observe the behaviours of his co-workers and supervisors

c) Ask his friends
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Vocabulary

Match each of the words or phrases below to its meaning on the right.

Word/phrase Meaning

a) a promotion an event that is usually
unpleasant or unusual

b) to be off work choose to stop working
permanently after you
have had a career

C) to retire not work for a period of
— | time
d) to handle something deal with something; solve
— | an issue
e) incident a more important job in

the same company

= VIEW TABLE OF CONTENTS In the Workplace: Chapter 2 Page 69



https://centre.bowvalleycollege.ca/OER/Learning-Objects/BVC-Chapter-2/BVC2ListeningPCVocab.html

Before you write Fact vs. Opinion

Activity 1

Ray, your Strategy Coach

Decide if the statements below are fact or opinion.

* Susan is the manager of CDN Malls.
@ 2.4 Fact vs. opinion
: * Ten employees work in Administration at CDN Malls.

Go to page 297 to learn more + Raja likes his job.

e The mall is having a Halloween event on October 30 and 31.

* The Halloween event will be fun.

 Itis important to be a responsible employee.

* Maria feels bad about getting back to work late.
* Someone tripped and fell in the mall.

e Sam works for a good company.

e The Safewalk review is on October 12.
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Activity 2

They really need to take better care of the floors here. That was just
an accident waiting to happen. I went to see if I could help Ahmed
after I finished with my customer, but someone from Security came
right after that. I think he hurt his hand or wrist or something like
that because they called for paramedics. They had to take him to the
hospital to get X-rays.

Ana works at Cellphones Plus, a kiosk directly in front of where the
loose tile was in the mall. She saw the employee from Tech Shop trip
and fall. Read the text from Ana’s description of what happened. Look
for fact and opinion statements.

I was at work on Saturday. It was the 28th of August. I work every
Saturday. I think it’s the busiest shift. Ahmed from Tech Shop
tripped and fell. I felt really bad for him. He looked so awkward,
and everyone seemed to be staring at him. He fell right in front

of our kiosk. I was sure that someone was going to trip there

A person from Maintenance came about 15 minutes later to put up
a safety cone. I guess they started to fix the floor today.

Determine which of the following phrases from Ana’s statement of

because there’s a tile that was loose. I think someone was going to what happened are fact and which are opinion.

call Maintenance about it. Yeah, so Ahmed was carrying the box,
. . * I was at work on Saturday.
chatting with a customer. Then all of a sudden there was a crash,
and he was on the floor. I think that whatever was in the box
probably broke because the crash was really loud. They had to take

the box back to the store and get the customer a new item. * Ahmed from Tech Shop tripped and fell.

I think that whatever was in the box probably broke because the
crash was really loud.

, : * He fell right in front of our kiosk.
It was around 10:15 when it happened. Yeah, it must have been

because I had only been working for a little while, and the mall * Ahmed’s a really nice guy.

opens at 10 o’ clock. So, I was helping a customer. It was a super e A person from Maintenance came about 15 minutes later to put up

busy Saturday, maybe because it was a long weekend? Ahmed is

a really nice guy. He’s always helping customers. The box he was
carrying looked pretty big. I think it was a new stereo or computer.
There must have been a sale or something at Tech Shop because
lots of people were shopping there.

a safety cone.
They really need to take better care of the floors here.

I went to see if 1 could help Ahmed after I finished with my
customet.

I think he hurt his hand or wrist or something like that.

I think it was a new stereo or computer.

Notice that the statements that are facts are all written in the past tense.
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Ray, your Strategy Coach

@ 2.5 Writing a description of

an event

Go to page 298 to learn more.

Using the past tense in descriptions

When writing descriptions of past events, you will need to use the past
tense. Pay attention to how the simple past tense and past progressive
are used.

Simple past tense is used to describe actions that began and ended in
the past.

* Regular verbs take -ed on the end; for example: worked, finished,
sorted.

* Irregular verbs have their own special forms; for example: write-
wrote, hear-heard, feel-felt.
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Use the simple past tense for the following:

* An action that began and ended in the past

* 1 worked yesterday.
e Actions that occurred at the same time

* Yesterday, I made the schedule, and he organized the files.
* A series of actions that began and ended one after the other

* First we signed in, next we looked at our duties for the day, and
then we went to the meeting.

Past progressive is used to describe an action that was in progress for
a period of time in the past.

* Past progressive 1s created by using was or were + the ing form
of the verb; for example: I was walking; You were calling; He was
looking; They were sorting.

Past progressive works for the following:

* An action that was in progress when another one interrupted it
* I was unpacking the boxes when she arrived.
* Actions that were in progress at the same time

* Ahmed was answering the phones while Paul was helping
customers.

* Pocusing on or emphasizing the progress or length of time of the
action

* They were repairing the floors for two weeks.
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Complete the sentences with the correct forms of the verbs,
either the simple past tense or the past progressive.

1. In the video, Raja (ask) Paul about the email they got
from Susan.

2. Paul and Raja (discuss) the email when a customer
(arrive) at the desk.

3. Raja (think) the email to everyone was unnecessary.

4. Paul (say) it was normal to address things that way in

Canadian workplaces.

5. In Listening 1, Susan (want) to talk to Maria before
she (write) the incident report.

6. Someone (report) the loose tile to Norman at the
Guest Services Desk, and then he (try) to get in touch

with Maintenance.

7. Maria (walk) back to the Guest Services Desk when
a customer (stop) her.
8. Maria and the customer (talk) when Alex’s break
(start).
9. An employee from Tech Shop (carry) a box when he
(trip) on a loose tile.
10. The employee (fall), (drop) the box,
and (break) his wrist.
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Writing practice Rt T o N

Writing a description (B

[ Fatal [0 More than two K] Medical aid

Look at the Incident Investigation Report for the incident at CDN days in hospital

Malls. Most of the report has been completed, but the description of :
the incident in Section 5 is incomplete. L] First aid B] Time lost at work [ Permanent disability

. . Name (worker #2): N/A
Incident Investigation Report

Position/Title:

1) Type of incident: (Check all that apply) Type of injury:

L] Serious Injury [] Serious incident [ Other:
: [ Fatal [J More than two [] Medical aid
] Property damage m Minor injury days in hospital
2) Basic Information: L] First aid L] Time lost at work [l Permanent disability

Dat d i fincident: 4) Witnesses: (If withessess provided statements)
afe and fime of incident:  qa4yrday. January 28, 2016 105 am.

Location of incident: CON Malle Hall I, in front of Cellphones Plu Name of witness: — Ana Martinez
Employer: Tech Shop Position/Title: Salegperson
3) Injured workers: rame ot employer Cellphoneg Plug
Contact (Tel/email):  (403) 444-4444  amart@anymail.ca
Name (worker #1): e ri
Ahmed Mag Date of incident: January 28, 2016
Position/Title: :
SGIQQPQFQOH Date of statement: January 30, 2016
Type of injury: Broken wrigt
s VP - O A MDA s
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. : : : Email: agranger@cdnmalle.ca
5) Describe what happened immediately before, during, and after the

incident. Signature: Susan &mwgra\r

Adapted from Government of Alberta Jobs, Skills, Training and Labour. (2009). Used with Permission.

6) What was the cause of the incident?

Write a description of the incident for Section 5 of the form based on
what Ana said. Read or listen to Ana’s statement about what happened
again if you need to.

There wag a looge tile on the floor.

Remember to use facts from what Ana said to describe what happened.
Write your description in the order that the incident happened and
remember to use the past tense. Follow the steps that you learned from
the Strategy Coach for writing a description of an event.

7) How can we prevent a similar incident from happening in the future?

Encure the uge of proper safety gignage ag soon ag posgible. Monitor floor
conditions regularly.

8) Contact information: (Include the name and contact information for
the person completing this form)

Name:  Suean Granger
Tel: (403) 222-2222
i~ N\ //\\/7 . ™ / NG A A
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Writi heck
riting progress chec Chapter 2: Writing Progress Check

. . iC: :
Rubric z Topic: Personal management Name

: * Task: Write a description of an event that
The table is a special type of form called a rubric. Rubrics are often happened for an incident report.

used to measure how well a person completes a task.

Date:

On the left side is the writing task or assignment, with the main

requirements below it. The requirements show how you should
What can you do better next

Some of it

complete the task. L o =
Criteria P Z | time?

There are spaces for checkmarks in the three middle columns to show You introduced the

how well you did. On the right side, there 1s a space for comments from description with the

the instructor or testet. tjme, date, and setting,

Complete the writing task on the next page, paying attention to the
expectations in the rubric.

You described what
happened in the

correct order.

You finished with the
description of the
outcome and how the
problem was fixed.
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Task @ Paul: Oh, good. All mopped up then?

There was an incident at the mall. Lisa Brent, a customer, was in the food Raja: The cleaner was there in a couple of minutes. Anyway, I had
court. She slipped on a wet floor. Read the conversation between Raja and better get going. I need to write up the incident report. See
Paul to find out what happened. you later.
. _ Paul: | Bye. Oh, I almost forgot. Sima was looking for you. She said it
Raja: | Hi. was urgent.
Paul: | Hi. What’s up? Raja: | I will stop by her office. Thanks.
Raja: | A customer just had an accident. Paul: Sure.

Paul: Oh? That’s terrible! Where? Were you there?

Raja: | Yeah. In the food court. It happened right in front of me. Help Ra.]a fill in afl incident report. Use th.e information f.rom the
: instructions of this task and the conversation between Raja and Paul

Paul: On your break, I'IghtD Must have happened jUSt a little while to write a One_paragraph description of what happened. Include

ago... 12:30, or so? factual statements in the past tense to describe the incident. Make sure

you include an introduction, a description of what happened, and a

Raja: Exactly at 12:30. I looked at my watch.

Paul: Did the customer fall?

conclusion.

Raja: | Yes. Someone had spilled some water on the floor. I don’t
know why people don’t do the responsible thing and report
such incidents.

Paul: | People are just too busy, I guess. Was the customer hurt?

Raja: Pretty bad, I think. Maybe a broken bone. She tried to be
brave about it, but I could tell she was in real bad pain. I called
for an ambulance right away.

Paul: Wow!

Raja: | Yeah, she was in pretty bad shape. Poor thing! Don, the guy
who works at the delivery dock, was also there. He called for

the cleaners right away.
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Speaking

Pronunciation

Task |

Ray, your Strategy Coach

Listen to the pronunciation of the words and phrases in the audio for j . @ 2.6 Sentence stress
Task 1. Repeat the words and phrases to practise.
e Go to page 304 to learn more.
all of a : personal to address : '
kiosk .
sudden management  something

an accident

. : to get in touch
walting to maintenance safety cone 5 Task 2

with someone

happen
. : Listen to the audio for Task 2. Content words receive more stress or

CaI.l'dO oA so.lutlon— e hand.le emphasis in a sentence. Pay close attention to the content words in the
attitude otiented something sentences and how they are stressed. Identify the stressed words as you are

: listening.

. . : to report
criteria nomination submitted methi
somethin : : : : .
& Practise reading along with the audio, stressing the words that the reader
effective nominator tile to retire stresses.
hard skills optimistically to chat valued
incident :
outstanding

report
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Excerpt 1:

Manage time effectively

In order for a company to run smoothly and effectively, all members
of the team need to work together, follow their set work schedules,
and meet deadlines. Demonstrate that you are a responsible and
dependable employee by completing your tasks punctually. Arrive on
time for work and after breaks. Check with your supervisor if you need
to make a change in your schedule, and ensure that your co-workers
are aware of any changes.

Excerpt 2:

Demonstrate a positive attitude

Show that you take pride in your job by working with a positive attitude.
A positive, can-do attitude shows your employer that you enjoy what
you do, and it makes the workplace a more pleasant place to be. Face
challenges optimistically and be solution-oriented. Work cooperatively
with your co-workers. Positive employees are the kind of employees
who employers like to retain.
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Speaking practice Here is an example of a summary of Excerpt 2 from the pronunciation

activity. Compare it to Excerpt 2 on the previous page.

Summarizing

Ray, your Strategy Coach

Summary of Exerpt 2: Demonstrate a positive attitude

It is important to show a positive attitude at work. Employers like to
keep employees who are positive about their work, look for solutions to
problems, and work well with others.

@ 2.7 Summarizing

Go to page 305 to learn more. Complete the following:

1.
Summarizing is restating information in a shorter way that is more 2.
to the point and focuses on the key points. It is not retelling the
information exactly as you read it or heard it. It is a useful skill to have 3.
when you need to share information or describe something you have
learned. Summaries can be done orally or in writing. We will look at oral 4
summaries. '
5.
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Read Article Excerpt A or B. If you are working with a classmate, do
not share your article. Read your article carefully.

Identify the main idea and key points in the article.

Put the article away. Summarize the article for a classmate or your
instructor in three to five sentences.

If you are working with a classmate, your classmate should ask you
three questions about what you summarized. Answer the questions.

Repeat the activity with the other article excerpt.
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Article Excerpt A

Keeping your job

The way you approach your work will help you keep your job. Follow
these suggestions:

* Do your best. Do each task well the first time.

* Focus on work when you’re at work. Use breaks to check in with your
social and personal life. Don’t do this when you should be working.

* Be a committed part of your work team. Cooperate with others and
respect their ideas.

* Help your co-workers whenever they need help. Do what needs to be
done, whether or not it’s “your job.”

* Ask for help when you need it. This shows you are dedicated to doing
things properly.

* Make every effort to add to a respectful, cooperative working
environment. Avoid gossip and negativity.

In a competitive market, employers want to hire and keep workers
with an optimistic outlook and a can-do approach. Whether you are
researching for work or hoping to keep the job you have, your positive
attitude can help you be the person who gets the job. It can also earn
you the right kind of attention that will help you keep your job.

From Getting and Keeping the Work you Want. (n.d.). Government of Alberta.
https://alis.alberta.ca/ep/eps/tips/tips.htm|?EK=408.
Adapted with permission. For more career-related information, check out alis.alberta.ca.
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Article Excerpt B

Taking responsibility

» Taking responsibility for what you do and how you do it shows your
employer that you’re reliable and trustworthy.

* Dress appropriately for the job. Consider the type of work you’re
doing, how your co-workers dress, and the company image.

* Look and act confident. Speak clearly and loudly enough to be heard.
Look at people when they speak to you.

» Use your time appropriately. Be on time for work. Avoid taking extra-
long coffee breaks, looking after private business while you’re on the
job, or spending too much time socializing.

* Be productive. Keep your work area neat and clean. Plan ahead and
do the most important tasks first. When you’ve finished one task,
move on to the next one without waiting to be told. Finish high-priority
work first.

» Let your employer know if you’re going to be late or absent, and use
sick leave only when you're sick.

From Are You Job Smart? (n.d.). Government of Alberta.
http://alis.alberta.ca/ep/eps/tips/tips.htmI?EK=3292
Adapted with permission. For more career-related information, check out alis.alberta.ca.
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i
Speaking progress check Chapter 2: Speaking Progress Check

Rubric . Name:
: * Topic: Personal management

Read the information in the rubric. It explains what you need to focus e Task: Summarize an article Date:
on in this activity. :

Complete the speaking task on the next page with your instructor or
with a classmate, paying attention to the expectations in the rubric.

Yes
Almost
No

Criteria What can you do better next time?

You started the
summary by
introducing the
article.

Your summary
covered the key
points.

Your summary
was concise and
to the point.
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Task VI e g

Complete the following:
omplete the Tollowing - Be prepared. Come to work willing to pay attention, follow

directions, and do the job.
1. Read the article below. irecti J

« Do what you say you'll do.
2. Select section 1, 2, or 3 to summarize.

: « Stay organized and keep your work area tidy. This shows your
3. Follow the steps for summarizing, supervisor that you’re in control of what you're doing.

4. Pay attention to the expectations in the rubric. * Do your best. Check the quality of your own work.

. : 2. Be proactive.
5. Share your summary with your instructor. P

» Take responsibility for what you do. This includes being
accountable for any mistakes you make.

Six Ways to Stand Out at Work « Learn all you can about the organization and your role.
At work you want to be noticed for all the right reasons. The most * Learn how to do all the tasks that are part of your role.
effective way to do this is to show your employer every day that hiring :
you was a great decision! « Take initiative. What could you contribute without being asked?

Just make sure you’re not stepping on someone else’s toes.
To attract positive attention and succeed at work, try some of these

practical strategies. « Learn a skill that will help you stand out. For example, become the
: person everyone goes to when they need something proofread or
1. Be reliable and dependable. when they need help with a computer program.
+ Show up for every shift you're scheduled for. Call in or send an 3. Be a team player
email or text message well ahead of time if you must be late or
absent. Try to be absent as little as possible. « Take on the task that needs to be done. Team players work
effectively with others to achieve common goals, whether or not the
* Be on time, whether you're arriving for work, returning from breaks, task is part of their job description.
going to staff meetings, or completing tasks. :
\ y — \ - N A ~__ -
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Jump at the chance to help a co-worker on a project. You'll learn
something new and gain a reputation as a helpful employee, too.

Share information and resources.
Support and encourage your co-workers.

Respect your co-workers’ diversity of opinions and experiences.

. Be flexible and adaptable

Be aware that you can’t control everything.
Be ready and willing to compromise.
Be prepared for the unexpected.

Keep learning. It will help you handle change.

. Be appropriate

Work safely. Know the health and safety hazards and regulations in
your workplace.

Dress appropriately for the work you’ve been hired to do.
Be courteous. Treat others as you would like to be treated.

Ask for help when you need it. Recognizing your limits is a sign of
personal strength and maturity.

Live up to your values. Be truthful and honest. Maintain your
integrity.
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6. Be positive

Show respect for yourself and others.

Be ent