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Good morning!

My name is Angela and I have been an LBS Instructor for TR Leger’s 

STEP Program for19 years. I also taught ESL for four years.

I have worked as a curriculum developer for various programs on 

various projects.

I have conducted workshops, based upon: decision making, 

conflict resolution, communications, financial literacy, digital skills 

and teamwork.



CESBA Work Skills Manual - Mission Statement

1

To create a curriculum 
based on the OALCF 
that covers all the 
tasks and 
competencies 
required for workplace 
success.

2

Prepare learners 
not only for 
employment but 
to maintain 
employment.

3

Focus on soft skills 
in a way that 
allows the students 
to form her/his 
own conclusions.

4

Encourage 
resourcefulness 
and ownership of 
learning.
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The project includes:

• A 275 page manual, which covers 

important skills. All workplace skill materials 

are based on the OALCF tasks and 

competencies

• A workshop guide with handouts, 

instructions and activities for instructors

• A practitioner's booklet, which includes: 

assessment materials and rubric, a 

marking guide and a course completion 

certificate.



Self-Esteem Booster
Career Guide

Registrar

Gap Filler

File Clerk

Event Planner

Guidance

Recruiter

MotivatorMentor

Cheerleader

Problem Solver

Researcher

Assessor
Expert Multi-Tasker

In LBS, we wear 

many hats



Assessment
embedded in the Introduction

Time Saving Solution

In the Work Skills Manual, the participant 

assessment is included in Module 1: 

Introduction to Tasks and 

Competencies.

Instructors can make copies and assess 

work, as the participants work through 

this beginning part of the course.

This way, a learner can begin the 

course right after the registration 

paperwork.



The Assessment Materials in Module 1, 

include:

Finding and Using Information Task Marking Rubric and Answers



The Module 1, Assessment Materials Include:

Finding and Using Information Task Marking Rubric and Answers



The Assessment Materials Include:

Communicate Ideas and Information Marking Rubric and Answers



The Assessment Materials Include:

Numeracy Review Marking Rubric and Answers



The Assessment Materials Include:

Digital Use Task Marking Rubric and Answers



The Assessment Materials Include:

Self-Management Task Marking Rubric and Answers



The Work Skills Manual Has 7 Modules

Modules

 Introduction to the OALCF

 Find and Use Information

 Communicate Ideas and Information

 Numeracy

 Digital Skills

 Self-Management

 Engaging with Others



The manual includes many types of 

activities to appeal to all learning styles

Video research

Tables

Fill in the blanks

Sentences and paragraphs

Hands on activities Checklists

Surveys Forms Matching

Digital activities



Module One is an Introduction to the OALCF

 This module talks about the Ministry and 

the OALCF. 

 It goes over unfamiliar terminology.

 This module introduces each student to 

the tasks and competencies included in 

the OALCF. 

 Each section has activities to help explain 

and offer examples of the competencies.



In an effective classroom 

students should not only 

know what they are doing. 

They should also know why 

and how. – Harry Wong

Classroom ownership is key.

Classroom Communication

Talk to your learners about 

the OALCF – the 

competencies, the reasons 

for the assessments, their 

milestones, etc. This way 

each participant fully 

understands the full learning 

process.



Meet Miles…
Miles tells the student when to ask 

for a milestone. He promotes 

ownership and encourages the 

student to be involved in 

monitoring and tracking his/her 

own progress.

Promoting Ownership



Offers a Variety of Workplace Scenarios

The manual covers many types of jobs and 

workplace situations. It is a general work skill 

book that anyone can study and learn from.

It offers something for everyone.

Scenarios include all types of business from 

construction sites to offices to grocery stores.

Some fictional businesses featured in the 

manual:

 Starlight Gifts

 The Mountain Candy Factory

 Bobo’s Burgers

 Frosted Hair Tips Salon

 Sunny Shine Daycare

 Dream Home Construction

 Caffeine Haven

Can Be Used by Any Learner



Module 2: Find and Use Information

Includes:

Reading to find information in: signs, 

headings, a table of contents, policies 

and procedures, memos, work 

schedules, a checklist, instructions, a 

point of sale bill, emails, memos, and 

questionnaires.

Finding information in videos



Some Interesting 

Topics Covered 

in the Module -

Willful Misconduct

Health and Safety Guidelines

Handling Difficult Customers

Understand Time in a Work 
Schedule

Organizing Tasks

Safe Lifting Practices

Being Safe Working Outdoors

Using the Internet to Research 
Information

Discovering your Learning Style

Participants discover how to find and use 

information while also learning more 

about being successful in the workplace.



Module 3:Communicate Ideas and Information

Includes:
 Starting a new job

 Privacy and workplace gossip

 Positive language
 Personality styles

 “I” statements and listening

 Body language and personal space

 Communication barriers
 Speaking to a group

 Responding to emails and messages

 Filling in forms

 Lists
 Tables



Some Interesting 

Topics Covered 

in the Module -

Confidentiality

Online Safety

Acceptable Workplace 
Communications

Not Getting Stuck in the Negative

Assertive, Passive Aggressive, 
Passive and Aggressive Personality 
Styles

Texting in the Workplace

How Not to Get Nervous Speaking 
in Front of People

Prioritizing Tasks

Participants discover how to 

communicate while also learning more 

about being successful in the workplace.



Module 4: Numeracy

Includes:

• Counting money

• Making change

• Basic operations

• Using a calculator

• Rounding 

• Place value

• Fractions

• Decimals

• Percentages

• Using a tape 

measure

• Conversions

• Perimeter

• Area

• Volume

• Grocery math

• Calculating 

cooking times

• Ratios



Practical Math with Lots 
of Visuals
Step by step instructions
Helpful tips and tricks

Scary stories 
from childhood

FEAR OF MATH!

Math anxiety
Avoidance

Panic



Some Examples of 

Real World Math in 

the Module -

 Rounding numbers for the population of Canada

 Rounding decimals to estimate grocery list cost

 Using fractions to calculate distance 

 Workplace attendance – percentages from 
fractions

 Buying a new dishwasher for a business

 Calculating commission

 Adding mark ups on stock

 Measuring rooms to tile

 Finding the volume of a pool and paper cone 
cups

 Buying fruit by the pound for work

 Ratios – staff to students needed at a daycare, 
bags of concrete to make posts, etc.



The tips and 

tricks were 

very popular
Making change by starting with the 

largest bill or coin.

Factoring using tables.

Dropping zeros when solving 

percentages.

How to add and subtract percentages 

on the calculator.

Finding conversions online.



Examples



Module 5: Digital Skills

Includes:

Online networking

Using social media to find jobs

Microsoft Word

PowerPoint

Locating Employment Ontario job 

centers



Some Interesting 

Topics Covered 

in the Module -

Social branding

Creating a brand

Typing a note and a 

memo

Creating a 

presentation

Researching online

Typing practice

Participants discover how to use social 

media and computers while also learning 

more about being successful in the 

workplace.



Module 6:Self-Management

Includes:

 Skill inventory

 Time management

 Showing initiative

 Flexibility and adaptability

 Decision making

 Dealing with stress

 Resourcefulness



Employers value:

Calm under pressure

Co-operation

Loyalty

Reliable employees

Communication



Experience may 

help your learners 

gain a job but soft 

skills will help them 

keep it.



Some Interesting 

Topics Covered 

in the Module -

Making a schedule to manage time

Dealing with distractions

Transferable skills

Healthy ways to deal with stress

Examples of adaptability at work

Using the masquerade and pro and con 

lists to make decisions

Realizing his/her circle of support

Overcoming shyness

Participants discover how to self-manage 

to become more successful in the 

workplace.



Promoting Resourcefulness

Why Developing 

Resourcefulness is an 

Essential Part of the 

Workplace Learning 

Experience

 It is one of the main skills that employers 

want their employees to have.

 It ensures that a participant will survive 

when faced with challenges outside of 

the classroom.

 It promotes independence.

 Employers do not have time to micro-

manage employees.

https://www.wikihow.com/Be-Resourceful

https://www.wikihow.com/Be-Resourceful


Working with 

Others

This is where soft 

skills are most 

important. Also, this 

is the competency 

where an 

employee’s soft skill 

management is 

most likely to break 

down.



Module 7: Engaging with Others

Includes:

Team work, collaboration, working 

with feedback, being reliable, 

understanding hierarchies, problem 

solving techniques, choosing the 

right language, recognizing 

harassment, boundaries and 

working with other personalities.



Some Interesting 

Topics Covered 

in the Module -

The 4 bird personality styles 

(D.O.P.E) – Dove, owl, peacock 

and eagle.

Personality assessment –

extrovert or introvert?

The Nice Sandwich (sandwich 

leadership)

Problem solving steps Participants discover how to engage with 

others while also learning more about 

being successful in the workplace.



Group 

Activity 

Guide

Interactive Workshop 

Suggestions



Exploring Engaging with Others

The CESBA Work Skills Manual comes 
with a group activity guide for programs 

wishing to offer the material in a group 

setting.

The activities are based on the OALCF 

competencies with the goal of helping 

students become comfortable working 

together and engaging with others in 

the classroom.



Benefits of Using the Guide

Smaller workshops or a workshop series can be 
created by using individual modules for group 
instruction. 

Instructors have an opportunity to assist 
participants in further developing their soft skills by 
being an active part of their learning process.

Discussion topics and group evaluations  can 
illustrate areas of strength or needs for 
improvements within the group.

The activities are fun and offer a break from 
reading and writing and watching online videos.



The guide is a bonus and not necessary 

for course instruction

The course can be taught as a full unit that the student 
works on independently.

The certificate is awarded when 85% of the full course 
material is completed (this does not include the group 
activities).

The group activity materials are an extra for those wishing 
to run workshops with the material.



Group Activity Examples

OALCF competency group work



Each activity aligns with OALCF tasks

B4
C1.1

D2



All the activities are sorted by module



The activities are accompanied by helpful 

directions

And include any 

handouts or material 

lists needed for each 

one.



There is a certificate included in the 

practitioner’s guide.



And will hopefully 

lead to some 

interesting soft skills 

discussions



Some helpful videos used in the modules

1

• Ted Talk Alison Ledgerwood - Getting 
Stuck in the Negative

2

• Bob Farrell, Customer Service Training 
-Give ‘Em the Pickle

3

• Loretta Laroche on YouTube -
Humorist, Stress Management Expert



Thank you so much for listening

Any questions?


