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Introduction 
Skills for Work Book 1 – Are you ready for work? is the first in a series of three books designed 
to provide teachers with an up-to-date, practical resource to help them teach young people 
who are making the transition from school into a training setting or directly into the 
workplace. This series relates closely to a number of school and TAFE curricula, including 
Work Education, Lifeskills, VET, VCAL and the CGEA, and also to the Employability 
Skills framework of the Business Council of Australia and the Australian Chamber of 
Commerce and Industry. It provides a wide range of learning materials which can be used 
by teachers to cater for teenagers who are beginning to think about the next step in their 
lives, whether it be moving out of home, into a part-time or full-time job, or into a further 
training environment. It focuses on the key competencies needed by young people to 
function effectively in today’s world, which is characterised in part by rapid changes in 
communications technology, a highly competitive job-seeking environment, a need for 
financial literacy, and the development of new industries and opportunities.  

To make the transition into the adult world successfully, adolescents need to be able to 
function effectively in a variety of settings, and be able to demonstrate a wide range of skills 
and competencies. They must be able to adapt to changes in their workplace and be willing 
to continually expand their own skill base in order to help their own careers and future 
horizons to expand. They need to be able to cope emotionally, physically and socially as 
adult members of society, and to meet their own needs in these areas. They need to be 
responsible for their own learning, and be able to establish a balance between the demands 
of the workplace and the needs of their own life. They also must be able to meet everyday 
needs in areas such as health, money management, being a member of a household and food 
preparation and cooking. Teachers play a key role in developing these skills in their 
students, and in helping them to make informed choices about their future. English and 
literacy teachers in particular are well placed to ensure that their students have the literacy 
and language skills which are fundamental to so many of these areas of daily life.  

Skills for Work Book 1 focuses specifically on the living skills which are required by a young 
person to enable them to function independently in adult society. The book does not 
assume that teenagers are miniature adults, but, rather, that they are young people who are 
getting ready to learn about the next stage in their lives. They will need to be given the 
opportunity to make mistakes and learn from them, and to experiment with and trial 
various ways of behaving and managing in the world. They will not be perfect at all the 
tasks they attempt, nor should this be expected of them. Learning is as much about 
discovering what is not known as it is about showing what has already been mastered. 

Within this first book, you will find units on various areas of daily living, all of which are 
important for young people to learn about as they move from the protected and safe 
environment of school and home into the more open and unpredictable world of work and 
independent living.  
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The units of work which are covered in Book 1 are: 

• About me 
• Around the house 
• Getting there on time 
• Managing your money 
• Making choices 
• Health  
• Food preparation and nutrition 
• Clothing and presentation 
• Thinking about work 
• Sample documents and templates 

The first unit provides students with a number of fill-in pages which can be used in the 
classroom or independently as a personal resource.  

Each of the following units contains activity suggestions and photocopiable worksheets 
which can be used as the basis for stand-alone units of work or as a support for a wider 
classroom program. There are activity ideas and worksheets to meet the needs of multiple 
ability levels, so the books can be used at a number of year levels and across program areas. 
Ideally, the work can be integrated across the curriculum so that students begin to 
understand that much of the learning they are doing at school can be applied in a number of 
situations. 

Each unit also contains a focus word list which provides you with suggested words which 
could be used throughout the unit to develop word recognition skills and to increase 
students’ vocabularies. Some of the words on the list relate to worksheets and activities 
within the unit, while others are simply words which are relevant to that area of learning. 
Consistent with the rest of the book, the word lists are written to cater for a number of 
levels of student ability rather than to meet the needs of a single age group or ability level.  

The skills checklist in each unit can be used to encourage students to keep track of their 
own learning and as a tool for prompting them to think about their own skills and abilities. 
Although teenagers are renowned for their supreme confidence in their ability to do 
‘anything’, it is sometimes useful to gently highlight the fact that perhaps there are still 
some skills to be gained and knowledge to be learnt! The skills checklists can also be 
helpful for students who have difficulty seeing the value in what they are learning, as they 
demonstrate in simple language the real-life skills that  are needed to cope in the adult 
world. It is also motivating for students who are perhaps struggling with other areas of 
their learning to be able to look through a list of skills and put a tick next to many of them 
items. 

Each unit of work also contains an assessment task which can be photocopied and used in 
the classroom to assess student learning for that unit. You are free to use the assessment 
task purely as a photocopiable resource, or to adapt it to suit your own purposes and the 
work that has been covered by your group. In some cases, you may choose to use the 
assessment task as a permanent record of achievement for assessment and reporting 
purposes within your teaching setting. For whole-class reporting purposes, there is an 
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assessment record sheet at the back of the book which can be completed as a teacher record 
of learning outcomes met in each unit.  

Book 1 also contains a number of sample documents and templates which can be used as 
references for writing application letters, resumes and emails. These tools can be useful for 
students who find English difficult and have trouble constructing meaningful sentences in a 
formal context. They can also be used as examples for whole class groups or individuals. 
Students are able to use and adapt the sample documents to create their own for personal 
use. 

Underpinning this series of books is the idea that teaching resources should be highly 
practical, so that learning about the language and literacy associated with daily life becomes 
real and meaningful. Book 1 is designed to be a support for teachers of younger teenagers 
who are being introduced to concepts related to the workforce and independent living. The 
ideas and activity suggestions within it can be adapted to suit the needs of particular 
students who have English skills ranging from highly competent through to those who 
need support and encouragement to develop basic skills. Ideally teachers will use it as a 
springboard for their own ideas and as a way of removing some of the hard and often 
tedious work involved in preparing high quality teaching materials.  

The Skills for Work series is designed to relate closely to the Employability Skills 
described by the Business Council of Australia and the Australian Chamber of Commerce 
and Industry.  

Skills such as: 

• communication 
• initiative 
• problem solving 
• communication, and  
• team work  

along with personal attributes such as 

• loyalty  
• common sense  
• commitment, and  
• a sense of humour  

are increasingly being seen as imperatives when it comes to employment. They are valued 
by employers of both novice and older, more experienced workers, particularly when they 
can be clearly demonstrated through previous work experience, role descriptions or other 
activities. Whilst Book 1 uses many of these skills and attributes in an indirect manner, 
Books 2 and 3 focus specifically on activities which will develop these areas of learning.  

Many of these skills are taught as part of school programs in a host of different ways, 
although not necessarily in relation to employment. Teachers of English and literacy have 
probably always valued skills such as verbal and written communication, team work and 
problem-solving skills, just as they have always tried to foster enthusiasm, integrity and a 
positive self-esteem in the students they teach. It is only relatively recently that these skills 
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have been specifically described as having relevance to a work situation, and as needing to 
be taught as core skills to prepare students for the workplace. Therefore, this book allows 
teachers to do what they have always excelled at – promoting the skills which will serve 
their students well into the future, and giving them learning opportunities which will help 
them to develop as happy, content, satisfied individuals.  

Skills for Work Book 1 provides an introductory framework of ideas and suggestions which 
you can use as a base for taking your lessons in whichever direction is needed by your 
particular classes. It is not prescriptive, nor does it pretend to fully meet the literacy and 
language needs of one single curriculum, training package or year level. It can be used as a 
support and a resource for any one of a number of programs and student groups, and will fit 
well as part of an overall philosophy of helping students to become ready for work. 

Guide to the employability skills framework 
Employability skills are those skills identified by a range of business and employers via the 
Australian Chamber of Commerce and Industry and other industry groups as being 
important to the overall success of the workplace and the employee. They are a set of 
general skills which cross over learning and workplace boundaries and which are equally 
valuable in a work or daily living context. They indicate the need in today’s workplaces to 
have mastery of more than simply technical skills; students moving into the workplaces of 
the future will need a whole other set of skills as well.  

In Book 1, students are assumed to be at a beginning level of development in relation to 
Employability Skills. Some of the concepts will be new to them, and for younger students 
the ability to demonstrate some of the skills will only be starting to have relevance. You 
may also find that thinking about Employability Skills in relation to student learning in an 
English or literacy environment is new and challenging. Students can now be assessed not 
only on their abilities to use, understand and interpret language effectively, but also on 
their ability to display a range of other key skills. This guide will provide a brief definition 
of each Employability skill as they relate to student learning in the younger year levels, and 
can be used in conjunction with the Assessment Checklist on Employability Skills.  

Communication skills – the ability to use written and spoken language to communicate 
meaning, intent, understanding and emotion  

Team work – working in small and larger groups to achieve a collective outcome 

Problem -solving – using reasoning and thinking skills to identify a problem, evaluate the 
possible options and initiate a solution 

Initiative – the ability to take the first step in a situation, and to use leadership and 
judgement to strive towards an outcome which may not have been seen by others 

Planning and organising –  gathering materials, information, equipment or ideas together 
in a logical, useful and productive manner 

Self-management – being able to organise oneself in relation to time, activity, location and 
belongings 
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Learning skills – to begin to develop learning skills which can be used across subjects, in 
personal life and in the workplace 

Use of technology – the ability to use a range of technology at home and at work to 
enhance the performance of a task or job 

References 

Business Council of Australia and Australian Chamber of Commerce and Industry (BCA/
ACCI) 2002, Employability Skills for the future. Canberra: Department of Education Science 
and Training.  
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UNIT 1: About me 
This unit provides students with a number of fill-in pages which can be used in the 
classroom or independently as a personal resource. It gives students a permanent paper 
copy of some of their vital personal information which can then be referred to when needed.  

Always ensure that students who are using this section of the book are aware of the need to 
keep personal information confidential. You should give advice on the safe storage of 
personal data. 
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About me 
 

My date of birth is 

About me: Information sheet 1 

My address is My phone number is 

My name is 

Who lives in my house? 

Some important 
people in my life are 

My recreation activities are 

Name: 
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Personal details 

About me: Information sheet 2 

 

Name _________________________________________ 

 

Address _________________________________________ 

 _________________________________________ 

 _________________________________________ 

 

Postcode  _________________________________________  

 

Home phone number _________________________________________  

 

Mobile phone number _________________________________________ 

 

Email address _________________________________________ 

 

Date of birth _________________________________________ 

 

Place of work _________________________________________ 

 

Work phone number _________________________________________ 

 

Other important information 

______________________________________________________________ 

______________________________________________________________ 

______________________________________________________________ 

Name: 
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My community resources 

About me: Information sheet 3 

 

Police / fire / ambulance   Phone _______________ 

My doctor  

Name _______________________ Phone _______________ 

My dentist 

Name _______________________ Phone _______________ 

My bank  

Name _______________________ Phone _______________ 

Local council 

Name _______________________ Phone _______________ 

Library 

Name _______________________ Phone _______________ 

Take-away shop 

Name _______________________ Phone _______________ 

Supermarket 

Name _______________________ Phone _______________ 

Video shop 

Name _______________________ Phone _______________ 

Other important resources 

Name _______________________ Phone _______________  

Name_______________________ Phone _______________ A 

Name_______________________ Phone _______________ 

Name_______________________ Phone _______________bout  

Name: 
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My health information 
 

About me: Information sheet 4 

Note – This information is about your own health. It is private information and 
you need to be careful who you allow to read it. The sorts of people you may 
choose to share it with are doctors, other health professionals, partners, close 
relatives, close friends or housemates. You may choose to keep this 
information completely private, and just use it to refer to yourself.  

 

Name ______________________________ 

Date of birth ______________________________ 

Medicare number ______________________________ 

Health insurance company ______________________________ 
(if relevant) 
Health insurance number _____________________________ 
(if relevant) 
Ambulance cover number ______________________________ 

Local doctor’s name ______________________________ 

Local doctor’s number ______________________________ 

Health professional’s name ______________________________ 

Health professional’s number ______________________________ 

Blood group (if known) ______________________________ 

Any disabilities ______________________________ 

Any food or other allergies ______________________________ 

Recent illnesses ______________________________ 

Recent injuries ______________________________ 

Person to contact in an emergency: 

Name______________________ Relationship to me_______________ 

Address ____________________________________________________ 

Phone number (home) ______________  (work) ___________________ 

Name: 
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