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Essential Employability Skills
All graduates of certificate, diploma and advanced diploma programs of instruction must have reliably demonstrated the essential employability skills learning outcomes listed on the following

pages, in addition to achieving the vocational learning outcomes and meeting the general

education requirement. For more information visit:  http://www.tcu.gov.on.ca/pepg/audiences/colleges/progstan/essential.html
Context

Essential Employability Skills (EES) are skills that, regardless of a student’s program or

discipline, are critical for success in the workplace, in day-to-day living, and for lifelong

learning.

The teaching and attainment of these EES for students in, and graduates from, Ontario’s

colleges of applied arts and technology are anchored in a set of three fundamental

assumptions:

· these skills are important for every adult to function successfully in society today;

·  our colleges are well equipped and well positioned to prepare graduates with

· these skills;

·  these skills are equally valuable for all graduates, regardless of the level of their credential, whether they pursue a career path, or they pursue further education.

Skill Categories

To capture these skills, the following six categories define the essential areas where

graduates must demonstrate skills and knowledge.

· Communication

· Numeracy

· Critical Thinking & Problem Solving

· Information Management

· Interpersonal

· Personal

It is important to distinguish between the student’s using an EES to complete a project or task from evaluating how well the student demonstrates a specific EES in the process. 

For example, when working on a group project, a student will use several EES.  If, in addition to evaluating the group’s final product, you also evaluate how well the individual student interacts with others as a group member to achieve goals, you are evaluating an EES reliably (EES #9).  If, on a written assignment, in addition to evaluating how well the student demonstrates performance criteria related to vocational outcomes, you also evaluate how well it is written (clarity, editing to reduce mechanical and spelling errors), you are evaluating the student’s communication skills (EES #1).

Usually in test and exam situations for courses other than Communication and Mathematics, the students’ demonstration of Essential Employability Skills is not evaluated.  If you are evaluating EES on a test or exam, it is best to inform the students in advance.
Specific Essential Employability Skills Categories 

The Essential Employability chart below includes the MTCU’s six categories of essential area and the related defining skills for each.  These skills are equally valuable for all graduates, regardless of the level or their credential, whether they pursue a career path or further education
	Essential Employability Skills Outcomes
The graduate has reliably demonstrated the ability to:
	Defining Skills

	1. communicate clearly, concisely, and correctly in the written, spoken, and visual form that fulfils the purpose and meets the needs of the audience
	· Reading

· Writing

· Speaking 

· Listening

· Presenting

· Visual Literacy

	2. respond to written, spoken, or visual messages in a manner that ensures effective communication
	

	3. execute mathematical operations accurately 
	· Understanding and applying mathematical concepts and reasoning

· Analysing and using numerical data

· Conceptualizing

	4. apply a systematic approach to solve problems


	· Analysing

· Synthesizing

· Evaluating

· Decision-making

· Creative and innovative thinking

	5. use a variety of thinking skills to anticipate and solve problems


	

	6. locate, select, organize, and document information using appropriate technology and information systems

	· Gathering and managing information

· Selecting and using appropriate tools and technology for a task or a project

· Computer literacy

· Internet skills

	7. analyse, evaluate, and apply relevant information from a variety of sources
	

	8. show respect for the diverse opinions, values, belief systems, and contributions of others

	· Team work

· Relationship management

· Conflict resolution

· Leadership

· Networking

	9. interact with others in groups or teams in ways that contribute to effective working relationships and the achievement of goals
	

	10. manage the use of time and other resources to complete projects

	· Managing self

· Managing change and being flexible and adaptable

· Engaging in reflective practices

· Demonstrating personal responsibility


	11. take responsibility for one’s own actions, decisions, and consequences


	


Essential Employability Skills
	Skill Category
	Essential Employability Skills Outcomes
	Defining Skills

(Skill areas demonstrated by students)

	Communication


	The student has reliably demonstrated the ability to:

1. Communicate clearly, concisely and correctly in the written, spoken, and visual form that fulfills the purpose and meets the needs of the audience.

2. Respond to written, spoken or visual messages in a manner that ensure effective communication
	· Reading               

· Writing     

· Speaking             

· Listening     

· Presenting          

· Visual literacy     

· Responding to questions/feedback

	Evaluation Tools through which these skills could be demonstrated and evaluated

	Blog

Budget   

Business Document
Business Plan

Case Study
Chart

Checklist
Clinical Experience  
Cyberography

Data Analysis

Decision Analysis
Debate

Demonstration

Diagram


Discussion Board


Essay

Essay 

Estimate


Financial Plan

Graph

Interview
Journal

Lab


Literature Review

Performance

Portfolio

E-Portfolio
Poster


Practicum

Presentation

Problem Solving
Profile

Project


Proposal, Plan

Reflective Essay 


Report

Research Paper  
Role Play

Scenario


Self-assessment
 Simulation
Story Board
Visual Presentation
Webpage
                Wiki

Work Experience              


	Samples of how students can demonstrate communication skills that you can evaluate 

	· Correcting minor spelling or grammatical errors that detract from the reader’s understanding the message

· Using appropriate style, tone, and vocabulary

· Applying  and interpreting appropriate non-verbal techniques

· Communicating/responding in a manner that fosters continued dialogue

· Adhering to guidelines to plan, organize and present communication according to purpose

· Applying effective communication skills (listening, visual and verbal) to gather and respond to feedback 

· Planning, organizing, and presenting oral/written communication to respond to the needs, purposes, and skills of a variety of the audiences
· Producing accurate summaries/précis of information acquired through reading or listening

· Creating visuals that clearly convey the message appropriately to a variety of audiences

· Distinguishing main ideas from supporting details 
· Delivering a presentation in a manner that engages the audience and clearly communicates the message
· Interpreting oral instructions correctly


	Skill Category
	Essential Employability Skills Outcomes
	Defining Skills

(Skill areas demonstrated by students)

	numeracy 


	The student has reliably demonstrated the ability to:

3. Execute mathematical operations accurately
	· Applying mathematical concepts and reasoning
· Analyzing and using numerical data

· Conceptualizing

· Adapting and combining methods to solve problems

· Estimating
· Calculating

	Evaluation Tools through which these skills could be demonstrated and evaluated
	Budget                    
Business Plan
            Case Study                 Chart

Checklist

Clinical Experience               Data Analysis
            Decision Analysis
 Diagram
Estimate
Financial Plan
                 Graph                                Lab

 Portfolio
E -Portfolio
Poster

                 Practicum                         Presentation             Essay 
                Scenario

Visual Presentation
 Wiki

            Work Experience              


	Samples of how students can demonstrate numeracy skills that you can evaluate 


	· Creating graphs/charts that accurately represent mathematical calculations

· Transferring mathematical problems/concepts to visual representations
· Estimating materials and requirements for projects/tasks using mathematical calculations

· Applying mathematical terms, methods, concepts, formulae to solve problems

· Collecting data using appropriate methodology

· Analyzing data using appropriate methodology
· Converting data from one form to another
· Verifying calculations and estimates

· Using correct mathematical terms and vocabulary

· Transferring verbal problems to mathematical formulae
· Selecting correct mathematical method/formula to solve problems

· Using technological tools to perform mathematical operations including estimates, measurements, problem-solving

· Analyze the results of calculations in order to formulate a defendable decision



	Skill Category
	Essential Employability Skills Outcomes
	Defining Skills

(Skill areas demonstrated by students)

	Critical thinking and problem solving 


	The student has reliably demonstrated the ability to:

4. Apply a systematic approach to solve problems

5. Use a variety of thinking skills to anticipate and solve problems
	· Analyzing
· Synthesizing

· Categorizing

· Evaluating

· Making decisions

· Trouble-shooting

· Applying a problem solving model

· Thinking creatively

· Sequencing

· Prioritizing
· Investigating
· Justifying

	Evaluation Tools through which these skills could be demonstrated and evaluated
	Budget   

Business Document            Business Plan          Case Study                          Clinical Experience             Decision Analysis
Debate

               Demonstration
  Discussion Board               Essay


Estimate

Financial Plan                       Lab

  Performance
                Poster


Practicum
Presentation                         Problem Solving     Project


Proposal/ Plan Report
                Role Play

Scenario

   Simulation
                Research Report
                                                                                 Webpage
Wiki

                Work Experience   
          

	Samples of how students can demonstrate critical thinking and problem solving skills that you can evaluate 


	· Anticipating problems and implementing strategies to avoid them
· Developing creative solutions for problems

· Applying the most appropriate problem solving model
· Synthesizing information from a variety of sources

· Evaluating  the reliability of information/data
· Evaluating  solutions for effectiveness and creativity 
· Distinguishing between fact and opinion, relevant and irrelevant facts

· Identifying errors in critical thinking in self and others

· Providing a rationale for solutions used to solve problems
· Creating problem solving models for specific situations
· Adapting or combining problem-solving strategies to solve new problems
· Self-evaluating problem solving /critical thinking skills
· Diagnosing problems
· Establishing priorities and creating an action plan to meet them


	Skill Category
	Essential Employability Skills Outcomes
	Defining Skills

(Skill areas demonstrated by students)

	Information Management
	The student has reliably demonstrated the ability to:

6. Locate, select, organize, and document information using appropriate technology and information systems

7. Analyse, evaluate, and apply relevant information from a variety of sources
	· Gathering and managing information and data
· Selecting and using appropriate tools and technology for a task or a project

· Applying computer literacy

· Using internet skills for a variety of purposes

· Conducting and evaluating research using the Internet



	Evaluation Tools through which these skills could be demonstrated and evaluated
	Blog

Budget   

Business Document
Business Plan

Checklist 

Clinical Exp  
Cyberography
Data Analysis
                Decision Analysis
                Debate


Discussion Board
Essay

Estimate

                Financial Plan

Literature Review Performance
Portfolio

E-Portfolio
                Poster


Practicum   Presentation
Profile

Project


Proposal, Plan

Report


Research Paper    Visual Pres.
Webpage
                Wiki

                Work Experience




	Samples of how students can demonstrate information management skills that you can evaluate 


	· Applying appropriate internet search strategies
· Assessing the type of information required

· Selecting the best documentation style for a task

· Citing sources correctly

· Evaluating information for validity, usability, relevance

· Applying a variety of tools to organize information 

· Distinguishing between primary and secondary sources

· Consolidating information from a variety of sources 

· Selecting the web tools most appropriate for a task or project



	Skill Category
	Essential Employability Skills Outcomes
	Defining Skills

(Skill areas demonstrated by students)

	Interpersonal
	The student has reliably demonstrated the ability to:

8. Show respect for the diverse opinions, values, belief systems, and contributions of others
9. Interact with others in groups or teams in ways that contribute to effective working relationships and the achievement of goals
	· Working as a team member

· Managing  relationships

· Resolving conflict 

· Demonstrating leadership

· Networking

· Valuing diversity 

· Valuing inclusiveness

· Respecting the opinions, values, belief systems of others
· Mentoring/coaching


	Evaluation Tools through which these skills could be demonstrated and evaluated
	Blog

Business Document
Case Study                    Checklist        Clinical Experience  
                Debate

Diagram


Discussion Board
        Lab
                Poster



Practicum
Presentation
                Plan               
        Product          Project
Role Play
Scenario


Simulation
        Wiki
Work Experience
Please note: This is a short list of assignments commonly completed in groups or teams.  There are many other options to consider.

	Samples of how students can demonstrate interpersonal skills that you can evaluate 


	· Promoting and encouraging participation of other members of the group/class

· Providing beneficial feedback to others to improve performance

· Encouraging dialogue with others

· Advocating for others

· Mentoring/coaching a peer

· Fulfilling their role as a team member 

· Leading a team 

· Assuming accountability for team’s success

· Evaluating the contribution of self/peers to the team’s overall performance
· Recommending and applying strategies to solve/reduce conflicts

· Contributing to the design and implementation of an action plan to achieve team’s goals

· Networking with other team members, peers, co-workers, employers, community members

· Demonstrating behaviour that is respectful of others

· Clarifying personal values, biases and prejudices
· Demonstrating awareness of issues related to diversity and inclusivity in a variety of settings
· Contributing to the creation and maintenance of a positive and supportive working/learning environment


	Skill Category
	Essential Employability Skills Outcomes
	Defining Skills

(Skill areas demonstrated by students)

	Personal
	The student has reliably demonstrated the ability to:

10. Manage the use of time and other resources to complete projects

11. Take responsibility for one’s own actions, decisions, and consequences
	· Managing self
· Setting goals
· Managing change 

· Being flexible and adaptable

· Engaging in self-reflective practices

· Demonstrating personal responsibility

· Preparing schedules and meeting timelines

· Allocating personal resources to achieve goals

· Establishing priorities

· Demonstrating professionalism

· Demonstrating ethical behaviour as an individual or member of a group



	Evaluation Tools through which these personal skills could be demonstrated and evaluated
	Budget   

               Business Document             Business Plan

  Case Study
Clinical Experience             Demonstration

Discussion Board
                  Essay


Estimate

               Financial Plan                
Journal

                  Lab


                                
Portfolio

               E-Portfolio
                Poster


  Practicum             Presentation
               Problem Solving
                Profile

                  Project


Proposal, Plan
               Reflective Essay                    Report
                                  Research Paper  

Role Play
               Scenario


Self-assessment
                  Simulation
                Student Product
               Visual Presentation
Webpage                                 Work Experience
Please note: Reflective questions can be added to a number of additional assignments/learning activities

	Samples of how students can demonstrate personal skills that you can evaluate 


	· Working within an established scope of practice

· Adhering to professional standards/expectations of behaviour/practice

· Relating learning in one course to a program as a whole or to potential career 
· Clarifying personal insights gained through a specific learning activity or assignment

· Setting and meeting deadlines
· Gathering and allotting resources

· Applying project planning strategies

· Developing and applying an action plan

· Establishing and meeting priorities

· Self-evaluating personal performance in terms of meeting expectations

· Self-reflecting on personal growth through learning/working experiences

· Demonstrating ethical behaviour in a variety of settings


