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Session 10: Reading and Writing 
 

 
Agenda 

Today’s Agenda 

Review 

Reading for Work & Your Life  

Visual Aids 

Remembering What You Read 

Writing 

Getting Help 

Homework 

Alphabetize 

 

Words and Ideas 
visual aid 

chart 

table 

diagram 

map 

learning style 

pattern 
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Interpreting a Sales Receipt 

 
Guided Practice 

What information can you find on the sales receipt above? Put a check next to each type of 
information below that you can find on the receipt. 
 
n date  n sales item 
n time  n description of items 
n cost of each item  n total cost 
n type of payment  n employee name 
n tax  n change given 
n store identification  n employee identification 

You are correct if you checked everything except employee name and sale item. 

 
Essential Skills for the Workplace Level 1, Using Forms and Documents,  

Blanchard-Smith, page 102 
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Applied Practice: Identifying a Product’s Key Features 

Use the product label to answer questions about the product’s key features.  

 

1.  What is the name of the product? 
2.  What percentage of alcohol does the product contain? 
3.  Is this an expectorant or a suppressant? 
4.  The ring seal on the bottle is broken. Should I use this? 
5.  I am three months pregnant. Should I use this product? 
 Answer the next two questions as if you were selling this  product to a 25-
year-old- woman who has an 8-year-old- son. 
6.  My son and I both have a cough and the flu. Our doctor  recommended this 
product. What dosage should I take? 
7.  What dosage should I give my son? 

Essential Skills for the Workplace Level I, Using Forms and Documents,  
Blanchard-Smith, page 55 

 
Transferring Information 
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On this page, you’ll find Alberto’s completed order form and the catalogue entry he’s 
ordering from. 
 

Essential Skills for the Workplace Level I, Using Forms and Documents, Blanchard-Smith, page 
55 
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Hospital Diagram 

 

How many showers are in the hospital? 

Where do the rooms with numbers in the 200’s start? 

Which linen closet is closest to room 221? 

What are the room numbers you think Nurse’s Station 1 is responsible for? 

What exit would you use if you were asked to come in for an interview? 

From Reading for Employability, Level B13, CASA, 1988 
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Session 11: Getting By or Getting Ahead: Motivation 
 

Agenda 
Today’s Agenda 

Review 

Demonstrating Competence 

Self-Evaluation 

Strengthening Competencies 

Alphabetize 

Homework 

 

Words and Ideas 
competence 

competencies 

demonstrate 

self-evaluation 

getting by 

getting ahead 

motivation 

motivated 

initiative 

improve 

strengthen 
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Skill Improvement Worksheet 

 
  I want to improve:____________________________________ 

  _____________________________________________________ 

  I will: 

  1. 

  2. 

  3. 

  4. 

  5. 

 

 
 
  I want to improve:____________________________________ 

  _____________________________________________________ 

  I will: 

  1. 

  2. 

  3. 

  4. 

  5. 
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Session 12: Employment Goals 
 

Agenda  
Today’s Agenda  

Review 

Employment Goal 

Action Plan 

Alphabetize 

Homework 

 

 

Words and Ideas 
prioritize 

 



T.O.O.L.S. For Work 

 42 

 
My Employment Goal 

 6 months from now, I want to be  
 
 
 
 
 
 
 
 
 
 1 year from now, I want to be 
 
 
 
 
 
 
 
 
 
 2 years from now, I want to be 
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Action Plan 

 
 
# 

 
Goal 

 
Action Steps 

  
 
 
 
 
 

1. 
 
2. 
 
3. 
 

  
 
 
 
 
 

1. 
 
2. 
 
3. 
 

  
 
 
 
 
 

1. 
 
2. 
 
3. 
 

  
 
 
 
 
 

1. 
 
2. 
 
3. 
 

  
 
 
 
 
 

1. 
 
2. 
 
3. 
 

  
 
 
 
 
 

1. 
 
2. 
 
3. 

 

Action Plan Evaluation: 

1. Are my goals vague or specific? 

2. Are my goals measureable? How will I know if I've reached my goals? 

3. Are my goals reasonable? 

4. Are my action steps vague or specific? Measureable? Reasonable? 
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5. Are my goals and action steps prioritized correctly? 



T.O.O.L.S. For Work 

 45 

Session 13: Next Steps 
 

Agenda 
Today’s Agenda  

Review 

Obstacles & Barriers 

Resources 

TOOLS Course Evaluation 

Self Evaluation and More 

Alphabetize 

Final Activity 

Closing Celebration 

 
 

Words and Ideas 

 obstacle 

 barrier 

 internal 

 external 

 resource 

 assessment 

 evaluate 
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Obstacles & Actions 
 

 
External 

 
Internal 

 
Actions to Take 

 
 
 
 
 
 

  

 
 
 
 
 
 

  

 
 
 
 
 
 

  

 
 
 
 
 
 

  

 
 
 
 
 
 

  

 
 
 
 
 
 

  

 
 
 
 
 
 

 
 

 
 

 


