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WORKPLACE READINESS
	
TECHNICAL SKILLS
	OTHER

	Responses from Group 1
Writing Skills 
· Ability to write complete sentences

· Ability to organize in paragraphs

· Consistent use of appropriate grammar

Reading Skills 

· Ability to comprehend, interpret, and apply information from a variety of source material, such as textbooks, manuals, journals, etc.

· Better than average vocabulary

Speaking Skills 

· Ability to clearly express thoughts

· Normal to low anxiety level about speaking to groups

· Ability to organize thoughts for communication to various audiences

Research Skills 

· Ability to outline main ideas

· Knowledge of correct documentation that avoids plagiarism

Responses from Groups 2 & 4
Writing
· Ability to produce multi-page documents that are:


> grammatically correct


> legible


> concise


> use correct terminology


> use accepted documentation

· Ability to produce documents following directions

· Vocabulary building skills

· Summarization

Continued on back
	Responses from Group 1
Computation Skills 
· Ability to do all arithmetic skills with accuracy

· Ability to perform basic algebraic and geometric functions

· Basic understanding of statistics

Interpretation Skills 

· Ability to read and interpret graphs

· Ability to comprehend implications of statistics

Responses from Groups 2 & 4
Basic Math

· Add

· Subtract

· Multiply

· Divide

· Metric system (including conversions)

· Percentage

· Fractions/converting

· Estimating

Responses from Group 5
· Basic Algebra/equation solving

· Addition & Subtraction

· Division

· Multiplication

· Standard to metric conversion

· Estimating values

· Values of


> volume


> size

> mass


> weight


> areas
· Map reading

· Chart & graph interpretations


	Responses from Group 1
Ability to apply scientific method 
Well-rounded basic knowledge in both natural and physical sciences 
Responses from Group 5
General Science
· Data collection/analysis

· Problem solving

· Conclusions

· Safety

Chemistry
Basic Properties of

Human Anatomy
· Cell properties

· Body systems

Physics
· Hydraulic principles

· Properties of substances

· Energy reactions

	Responses from Group 1
Broad-based knowledge of 
· American History

· American Government

· World History

· General psychology (desirable elective)

· Human relations/sociology (desirable elective)

· Child development (desirable elective)

Responses from Groups 2 & 4
· Understanding of local state and federal government

· Awareness & acceptance of other cultures

· Basic understanding of human behavior

Responses from Group 5
· Ethical behavior

· Integrity

· Diversity

· No criminal history

· Volunteerism/Community service

· Teamwork/team skills

· Understand of government

· Political science

· Honesty

· Advocacy

· Human behavior concepts

· Basic psychology

· Humanities

· Character development

· Civility
	Responses from Group 1
Organization skills 
· Ability to keep track of assignments, due dates, etc.
· Ability to file and organize information and assignments for future use (pre-portfolio)

Dispositions 
· Good interpersonal skills, such as tact and discretion

· Self-motivated

· Cooperative

· Good sense of responsibility

· High ethical standards

· Acceptance of diversity among human beings

Other 

· Excellent attendance
· Reasonably sound health

· Creativity

· Flexibility/adaptability

· Life-long learner

· Good study skills

Responses from Groups 2 & 4
· Attendance

· Punctuality

· Understand appropriate attire

· Respect for others

· Teamwork

Responses from Group 5
· Consumer economic/financial management

· Self time management

· Interpersonal skills

· Critical thinking skills/problem solving

· Concentration and ability to recall from memory
	Responses from Group 1
Computer Skills 
· Ability to use standard features of word processing, such as page layout, line spacing, font selection, outline numbering, etc.

· Ability to construct simple spreadsheets

· Ability to use e-mail, including use of attachments

· Ability to navigate the Internet to find appropriate information (including evaluating the worthiness of the source)

Responses from Groups 2 & 4
Computer literacy:


> Word processing


> Access library resources

Responses from Group 5
· Computer


> Windows


> Word processing


> Internet

· Radio communications

· Physical fitness

· Work varying hours

· Work in all types of weather

· Stress management
	Responses from Group 1
· No felony convictions 
· Service Learning, especially experiences that include working with children/students, whether in a formal or informal setting 
Responses from Groups 2 & 4
Critical Thinking
· Apply theories to concrete situation

· Draw conclusions

· Evaluate hypothesis based on fact

· Give examples

Academic Integrity
· Understand concept of plagiarism

· Understand how to credit sources

Social Responsibility
· Volunteer experience

· Community Involvement

· Awareness of current events
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	Speaking Skills
· Interpersonal communications

Reading
· Read at level that enables student to read college level text

· Ability to summarize reading accurately

· Ability to utilize resources:


> dictionary


> thesaurus


> internet searches

· Ability to interpret maps, charts and directions
Responses from Group 5
Reading Comprehension
· Read and follow directions

· Interpretation of tables, charts, instructions

· Ability to cross reference materials from different sources

Writing
· Legible, concise

· Spelling, grammatically correct

· Note taking skills

Medical Terminology

Test taking skill

English Language

Short hand
	
	
	
	
	
	


Iowa Career Cluster:   Family, Consumer and Human Services


Relates to the following National Career Clusters:


		• Education & Training (1)	•Government & Public Administration (2)


		• Hospitality & Tourism (3)	• Human Services (4)


		• Law, Public Safety, Corrections & Security (5)


	


				








