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 Welcome to the essential skills work ready youth program 
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Introducing the essential skills 
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THE NINE ESSENTIAL SKILLS 
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1. 

2. 

The ES Measurement Scale 

What do the Levels Mean? 

- 

- 

- 

- 

Measuring ESSENTIAL SKILLS (ES) 
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 Give it A Try!  Matching Tasks and Skills 
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Give it A Try! Think about Oral Communication 
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Getting started with oral communication 

https://www.g-w.com/pdf/sampchap/9781619605893_ch07.pdf
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If you do any of these…You are an oral communicator! 

Oral communication Makes a difference 
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At Home 

Measuring Oral Communication 

 

 

 

 

At Work 





Oral communication Makes a difference 
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 Cool jobs that rely on oral communication 
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Think oral communication isn’t a big deal?  Think again! 

oral communication trivia 

http://www.independent.co.uk/travel/airlines-poor-spoken-english-miscommunication-pilots-traffic-control-can-lead-air-disasters-civil-a7664571.html
http://www.independent.co.uk/travel/airlines-poor-spoken-english-miscommunication-pilots-traffic-control-can-lead-air-disasters-civil-a7664571.html
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oral communication in the News 
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Job Interview Tips 













Oral communication bits and bites 
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Job Interview at IKEA®… 

Oral communication bits and bites 

http://www.businessinsider.com/tough-interview-questions-asked-by-real-companies-2015-3
http://www.businessinsider.com/tough-interview-questions-asked-by-real-companies-2015-3


OC 

 19 

How do we use our smart phones? 

Smart phone Activity by average time spent per day 

24mins 49secs

17mins 29secs

15mins 38secs

14mins 26secs

12mins 6secs

11mins 6secs

10mins 12secs

9mins 23secs

9mins 22secs

3mins 28secs

Oral communication bits and bites 
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Oral communication bits and bites 

http://www.cbc.ca/news/canada/north/southern-tutchone-language-app-yukon-taan-kwachan-1.3946265
http://www.cbc.ca/news/canada/north/southern-tutchone-language-app-yukon-taan-kwachan-1.3946265
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Oral communication bits and bites 

https://en.wikipedia.org/wiki/Cherokee
https://en.wikipedia.org/wiki/Choctaw
http://www.cbc.ca/news/canada/edmonton/cree-language-used-as-secret-weapon-in-wwii-1.3150324
http://www.cbc.ca/news/canada/edmonton/cree-language-used-as-secret-weapon-in-wwii-1.3150324
https://en.wikipedia.org/wiki/Code_talker
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Oral communication bits and bites 



Give your skills a workout in 
this section of the workbook.  
Skills, Like muscles, get 
stronger the more we use them. 
Build your ES muscles by 
working independently to 
complete all of the workouts.  
You can check your answers in 
the answer key.

Put your skills to 
work!

ES WORKOUT!
ES WORKOUT!

Put your skills to 
work!
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1. Communication breakdown

Need help? Try the Booster. 

 Clarifying and Confirming

The cost of communication breakdown 
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1.
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2. 

I think the problem is 

I can fix the problem by 
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I think the problem is 

I can fix the problem by 

I think the problem is 

I can fix the problem by 

I think the problem is 

I can fix the problem by 
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2. All about talking

Finding the meaning in words 
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1. 

o 

o 

o
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2. 

3.
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3.Effective listening

Habits of Effective listeners 
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1. 
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2. 

You are already telling 

your brain that whatever 

the person is going to say 

is not worth listening to.  

Decide that you will 

consider every 

conversation or talk as a 

chance to learn 

something new. 
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3. 

❏ ❏

❏ ❏

❏ ❏

❏ ❏

❏ ❏

❏ ❏

❏ ❏

❏ ❏

❏ ❏

❏ ❏

❏ ❏

❏ ❏

❏ ❏



OC 

 42 

4. 
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 . 

http://skillscompetencescanada.com/en/essential-skills/what-are-the-nine-essential-skills/
http://skillscompetencescanada.com/en/essential-skills/what-are-the-nine-essential-skills/
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5. 

https://itunes.apple.com/ca/podcast/the-guild-podcast/id1217679920?mt=2 

https://itunes.apple.com/ca/podcast/the-guild-podcast/id1217679920?mt=2
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4. communicate your way into a job

The interview 

• 

o 

o 

• 

• 

• 

• 

• 

• 

•
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2.
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3.



OC 

 53 



OC 

 54 

4. 
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5. Words matter

Constructive feedback 



OC 

 60 

1.



OC 

 61 

Suggestion for improvement
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2. 
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Conflict resolution 

1.
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In this section of the workbook, 
you can give your skills a boost 
by reviewing some essential 
skills basics.  

Build your 
essential skills!es b

ooster

es b
ooster

Build your 
essential skills!



ORAL COMMUNICATION 

Use the table of contents to navigate through this workbook. Track your progress by putting a 

checkmark beside each topic you complete. 
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1. Clarifying and confirming

CLARIFYING 

 

 

 

 

 

o 

o 

o



OC 

 74 

o 

o 

o 

o 

CONFIRMING 

 

 

 

 

 

o 

o 

o
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o 

o 

o 

o 

o

o 





In this section of the workbook, 
you can Check your answers for 
the Essential skills workouts 
you completed! 

answers from the 
es workout!

ANSWER 

KEYANSWER 

KEY answers from the 
es workout!
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1. Communication breakdown

Use the answers below to check your work. 

1. 

A 

Not leaving the names of the cross streets left out a crucial piece of 

information for your friend who is trying to find an unfamiliar 

location. 

B, C 

Your friend didn’t get the last message and there were likely too 

many messages. 
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B, C 

You misunderstood the time or received the wrong information. 

B, A 

The waiter placed the wrong order or you may have given incomplete 

or unclear information. 

A, B, C 

You weren’t clear, your boss misunderstood what you told her, the 

schedule is incorrect. 

2.
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I think the problem is that the person was not paying attention or 

possibly there was a problem with the phone line and they mixed up 

the order because they could not hear me clearly. 

I can fix the problem by explaining that there are two mistakes in 

the order and then repeating the order, stressing the corrections. I 

can then have the person taking the order say it back to me 

I think the problem is that he is distracted by my shoes and so he 

isn’t paying attention to the message I am giving him. 

I can fix the problem by briefly answering his question about my 

shoes, to be polite, and then checking to confirm his understanding 

of what I was trying explain by saying something like, “The  sign-out 

procedure is really important. Can you explain it back to me so we 

can be sure you understand?” 

I think the problem is that my partner is trying to do more than one 

thing at once and she might not have heard what I said. It is also 

possible she needs to react right away to the text was she received. 

I can fix the problem by asking her to confirm she knows what the 

deadline is for our project and then asking if there is a problem she 

needs to deal with right away. If there is, we could take a break and 

meet again at an agreed time. 
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I think the problem is that I am tired and spoke too quickly or not 

clearly. It’s also possible the person was in the middle of doing 

something else, has hearing difficulties, or just didn’t understand 

what I said. 

I can fix the problem by asking the question again using slightly 

different words and waiting for confirmation of understanding, 

before saying anymore. 
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2. All about talking

Use the answers below to check your work. 

1.
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1. 

o 

o 

o 

I am going to talk about why I believe that fast food, pop and sweet foods 

such as candy should not be sold in school cafeterias. I hope, by the end of my 

talk, to have convinced you that it is not a good idea for these kinds of foods 

to be available. I will leave time for questions at the end. If you wish to ask a 

question during the presentation, please raise your hand so that I am aware. 

1. These foods are connected to lower a ability to concentrate

2. Many of the foods are high in sugar which is bad for dental health

3. The foods are high in calories, many of them empty calories

4. The foods provided in schools should be as healthy as possible, in part so

that students who do not always have access to healthy food outside of

school have at least one meal per day that is healthy.

1. People have a right to make their own choices about what they will eat.

2. Most of the time food that school cafeterias says is healthy tastes awful.

Thank you all for listening and for, mostly, agreeing with my point of view. 

Thank you also to those who disagree, for your thoughtful questions. Differing 

opinions are worth hearing, especially when they are shared with so much 

respect.
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2. 

I was having trouble getting all my homework done 

because my sister had band practice at our place three 

nights a week and I would end up hanging around with 

the band. 

I want to be able to play basketball, but I can’t if my 

marks aren’t good enough. 

I decided to find another place to do homework those 

nights. 

I asked my good friend if I could come to her place, but 

when I tried that we just ended up hanging out so I 

started staying at the school and doing my homework 

before I went home. 

I started getting my assignments in on time and doing 

better on tests. 

Yes as long as I keep doing what I am doing. 
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3.Effective listening

Use the answers below to check your work. 

1. 
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2. 

You are already telling 

your brain that whatever 

the person is going to say 

is not worth listening to.  

Decide that you will 

consider every 

conversation or talk as a 

chance to learn something 

new. 

You may form incorrect 

ideas about what the 

message will be, based on 

your assumptions about 

people who dress or look 

like the speaker. 

Remind yourself that it is 

not the speaker’s 

appearance or style of 

delivery that is important. 

It is the message.  

A disorganized speaker 

will make this very 

difficult and you will 

waste your attention 

trying to write your notes. 

Listen for the main points 

and make brief notes then 

go back and organize 

them after. 

It is rude. You lose out on 

hearing the message and 

so do people around you. 

If it is something that just 

can’t wait, leave the room 

as quietly as possible and 

do not return until there is 

a break in the speaker’s 

message. 

This is really common. We 

tend to try to avoid 

things that are difficult.  

Remind yourself to pay 

close attention. Try to 

make brief notes of points 
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that are difficult so you 

can check them out later 

and not worry about them 

while you are trying to 

listen 

When we get distracted by 

emotional words we stop 

hearing anything else 

that is being said and 

can miss useful 

information related to 

the words that are 

distracting us. 

It can be difficult to 

ignore emotional words. If 

you find yourself being 

distracted by them you can 

try taking a couple of deep 

breaths to help calm down 

and remind yourself that 

you need to the message, 

before making a 

judgement.  

3. 

4. 

A definition of the skill 

How the skills get used 

Who uses the skill 
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 . 

How we use speech 

to exchange 

information 

How we use 

numbers 

How a collection of 

displayed 

information is 

interpreted 

Any of those shown 

in the video such 

as makeup artist, 

robotics expert, 

computer 

technician, safety 

officer 

Any of those shown 

in the video such 

as baker, cook, 

bricklayer, 

carpenter 

Any of those shown 

in the video such 

as carpenter, 

robotics expert, 

electronics, 

mechanical CADD 

Either greet people 

or take messages 

Take a 

measurement 

Review graphs, 

blueprints and/or 

schematics 

5. 

https://itunes.apple.com/ca/podcast/the-guild-podcast/id1217679920?mt=2 

http://skillscompetencescanada.com/en/essential-skills/what-are-the-nine-essential-skills/
http://skillscompetencescanada.com/en/essential-skills/what-are-the-nine-essential-skills/
https://itunes.apple.com/ca/podcast/the-guild-podcast/id1217679920?mt=2
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4. Communicate your way into a job

Use the answers below to check your work. 

1. 

caught and earlier bus to ensure he had lots of time 

explained he misunderstood the first question and asked to answer it 

again

explained that he had not been able to find too much information, but 

was excited to work at a new chain – instead of trying to be funny

Forgot to check dress code

Didn’t pay attention to time

Did not note names and ignored two panel members
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Did not indicate she was enthusiastic about working at the golf course.

2. 

positive polite

 manner

essential understanding

sincere qualities

prospective confidence

interview

career promotion

3. 

I am in grade 12 at school. I have been working and 

saving now for two years as when I finish school, I plan to travel 

for four to six months, before I start my training as a

My greatest strength is that I really enjoy learning new things, at 

school and at work. 
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Sometimes because I like learning new things, I can be impatient 

for the next new thing and I need to be reminded to make sure I 

have completely learned the last new thing. 

I think they would say I am very positive and that I’m always 

willing to work hard. 

They would say that I show up on time and that I work hard. 

I have two short term goals; they are to finish high school with the 

marks I need to get into the training I want to take and to save 

enough to travel before I start training. My long term goal is to be 

a red seal

I think so. I like people and am pretty good at working together to 

get things done. 

4. 
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A

They are both really good, but I think I would choose Person B because that person 

has a lot of previous experience and knows the business part well too. That might be 

helpful given that my business is growing quickly.
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5. Words matter

Use the answers below to check your work. 

1. 

Suggestion for improvement

 Suggestion for improvement / restatement of good point

nothing
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suggestion for improvement

nothing

 Suggestion for improvement / restatement of good point

 Suggestion for improvement

 statements of what is good / Suggestion for improvement 



OC 

99 

2. 

Stop always talking about your old team. It’s annoying.

 It sounds like the team you played on before had developed some really

good skills. The trouble is that when you talk about them it just sounds like 

you are bragging and don’t think our team is very good. I think that if you 

stopped talking about how much they won and started sharing some of the 

practice drills they used that really helped the team, we would see you as a 

member of our team. You do have good skills that could help us a lot.

It’s really rude that you don’t show up on time for practice and you don’t 

let anyone know. It’s like you think you’re better than everyone else.

 You are a great bass player and we all like to have you in the band.

However, we all have to fit rehearsal time into our busy schedules and when 

you are late and don’t let anyone know you are going to be late, it is really 

frustrating. In future, please call if you are going to be late, or, if we need to 

plan to rehearse at a different time, let’s discuss that. We would like this to 

work. You are a valued part of the band.

Look, if you aren’t sure what you were being told in the meeting, just ask! 

You can’t keep bugging me and besides, I won’t always be around.
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 You work very hard, but when you don’t ask questions in the meetings, it

makes the boss think you aren’t that interested in your job plus, you end up 

taking my time to get answers. I do think once you try it, you will feel 

comfortable enough to ask your own questions so I suggest you prepare for 

the next meeting by planning to ask at least one question. You do good work 

and getting involved in the meetings will help you feel part of the team.

Conflict resolution 

1.
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Joe thanks for agreeing to talk about my concerns. I really appreciate 

it. 

I know what a good job you do of keeping our space in good order and I 

do appreciate it. The problem 

I have is that I have been finding it difficult to get my inventory 

tracking done accurately and on  

time because often when I go to look after a customer, you clean up my 

workspace, which means 

putting my tracking sheets away, and I have to find everything before I 

can work on the inventory  

again. 

I am hoping we can work out a solution so that my inventory stuff 

doesn’t get  

put away, but so you still feel comfortable in our shared space. 

Thanks so much Joe for your time and for working through this with me. 

Let’s have a quick chat end of next week to see how it’s working for us 

both. 

Thanks for your time Joe. I would appreciate it if we could plan to revisit 

this in a week when we have both had time to put a bit more thought 

into it.
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Hi Karina So we are going to be roommates again this trip. That’s good. 

I think we know each other well enough to be able to be good roomies.

I wanted to talk to you about one thing that I do struggle with when we 

room together. I know you really love music, which is great, but 

I have a hard time when I can hear it all the time too. 

I am hoping we can find a solution that allows you to continue to enjoy 

your music as much as you like, but that also lets me not enjoy it. 

Karina I really appreciate your willingness to compromise and I am 

looking forward to 

Having you as my roommate. 

Karina, I hope we can discuss this again before we get to the 

tournament. I know we both want to enjoy ourselves so I do hope we can 

find a solution. 
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Hey crew. Thanks for taking the time. I am pretty worried and think it 

will really help to talk to you. 

I know it’s not my job to do the sweeping up of the site, but I do notice 

when you guys are doing it. It looks like, from my what I can see, that 

sometimes maybe you rush it a bit and aren’t very thorough. My concern 

is that, if there are any more punctured tires and complaints, 

they might just fire us all, which would be a real drag. 

I’m hoping we can sort out how we can make sure there aren’t any more 

problems 

Great! Thanks for this. So good to know we have a plan. Let’s talk next 

Friday after work to see how it’s going. 

Well thanks for talking it through with me. Maybe we should try to 

talk about it again end of next week, or sooner, if there are any 

complaints. 



OC 

104 

Hey thanks for taking the time.

I am really bothered, as I think many of you are, by the way some of us tease 

the  

equipment guy. I don’t think it is at all funny and it is really mean. 

I am hoping we can come to agreement on having all the teasing stop.

Thanks everyone. That was a great discussion and I am so glad we were all 

able to agree. 

Thanks for taking the time everyone. I appreciate your comments 

but think this is important enough that we need to plan to 

talk about it again, if the behaviour doesn’t change. 
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1. oral communication

SKILL TESTING QUESTIONS 

Try the 11 questions below then check the 

answer key to see how well you did.

1.

2. 

3.
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4. 

5. 

6.



OC 

109 

7. 

8. 

9.
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10. 

11.
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2. oral communication

SKILL TESTING QUESTIONS 

ANSWER KEY 

How did you do on the 11 questions?

1. 

c) How long you’ve been cutting lawns

2. 

c) What will you do next?

3. 

c) I am very sorry. Let me take your name and phone number.

I will have the manager call you

4. 

a) Apologize; offer to give her another burger
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5. 

a) Purpose of your presentation and booth

6. 
c) The dyes result in hair that cannot be returned to its

natural state or colour

7. 

c) Persuasive words, action words

8. 
a) Give reasons why movie night is cheaper and closer

9. 

c) STAR is a good choice / Being cloud-based makes it

accessible
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10. 

b) I will use my past experience to support and help

students on the trip

11. 
a) Go to the subway. Catch the 1-Train going north. Get

off at Salter Street.
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