Aiken County Employability Skills Diploma 

Verification of Employment/Employability Skills

This document certifies that the student, _____________________________, has been employed, or served in an internship capacity, for a minimum of 180 hours of work by ___________________________________________________.





(place of business)

This student has demonstrated the following employability skills:

Rating Scale:

4 (always); 3 (most of the time); 2 (some of the time); 1 (rarely or never); n/o (not observed)

	Competency Indicators
	4
	3
	2
	1
	n/o

	Is properly groomed
	
	
	
	
	

	Comes to work when scheduled
	
	
	
	
	

	Notifies supervisor when not coming to work
	
	
	
	
	

	Comes to work on time
	
	
	
	
	

	Notifies supervisor when going to be late
	
	
	
	
	

	Shows willingness to learn duties of job
	
	
	
	
	

	Shows an interest in job
	
	
	
	
	

	Follows rules and regulations
	
	
	
	
	

	Follows supervisor’s written instructions
	
	
	
	
	

	Follows supervisor’s oral instructions
	
	
	
	
	

	Asks questions when instructions are unclear to him/her
	
	
	
	
	

	Accepts supervisor’s oral and written criticism
	
	
	
	
	

	Communicates in appropriate ways
	
	
	
	
	

	Communicates clearly with others
	
	
	
	
	

	Works cooperatively with supervisor and co-workers
	
	
	
	
	

	Gets along well with supervisor and co-workers
	
	
	
	
	

	Does work correctly
	
	
	
	
	

	Does work efficiently
	
	
	
	
	

	Is willing to do his/her share of the work
	
	
	
	
	


Starting date of employment/internship: _____________ through _____________.







       (month/year)


(month/year)

Description of duties:_________________________________________________

__________________________________________________________________

Supervisor’s Signature: ________________________________ Date: ___________

Aiken County Schools Employability Diploma

EMPLOYABILITY SKILLS CHECKLIST

Name: __________________________


Date: ____________

Employability skills are the skills that you will need to enter, stay in, and progress in the world of work—whether you work alone, on a crew, or as the boss.  Not only are they important on the job, but they can serve you well in your daily life—whether it is within your community or at home with your family.

FUNDAMENTAL SKILLS

Communicate:

_____ Read and understand information presented in a variety of forms (e.g., words, charts, etc.)

_____ Write and speak so others pay attention and understand

_____ Listen and ask questions to understand and appreciate the points of view of others

_____ Share information using a range of information and communications technologies (e.g., voice

computer, email)

_____ Use relevant scientific, technological and mathematical knowledge and skills to explain 

or make ideas clearer

Manage Information:
_____ Locate, gather and organize information using appropriate technology and information systems

_____ Access, analyze and apply knowledge and skills from various disciplines (e.g., the arts, math,

language, science technology social studies)

Use Numbers:
_____ Decide what needs to be measured or calculated and the appropriate mathematical process

_____ Observe and record data using appropriate methods, tools and technology

_____ Make estimates and verify calculations

Think and Solve Problems:
_____ Assess situations and identify problems

_____ Seek different points of view and evaluate them based on facts

_____ Recognize the human, interpersonal, technical, scientific and mathematical parts of a problem

_____ Identify the cause of a problem

_____ Be creative and innovative in exploring solutions

_____ Readily use science, technology and mathematics as ways to think, gain and share knowledge,

solve problems and make decisions

_____ Evaluate solutions to make changes or other decisions

_____ Put the solutions to work

_____ Check to see if a solution works, and improve upon it as needed

PERSONAL MANAGEMENT SKILLS

Demonstrate Positive Attitudes and Behaviors:
_____ Feel good about yourself and be confident

_____ Deal with people, problems and situations with honesty, integrity and personal ethics

_____ Recognize your own and other people’s good efforts

_____ Take care of your personal health

_____ Show interest, initiative and effort

Be Responsible:

_____ Set goals and priorities—balancing work and personal life

_____ Plan and manage time, money and other resources to achieve goals

_____ Assess, weigh and manage risk

_____ Be accountable for you actions and the actions of your group—understand the consequences

_____ Be socially responsible and contribute to your community

Be Adaptable:

_____ Work independently or as part of a team

_____ Carry out multiple tasks or projects

_____ Be creative and resourceful—identify and suggest alternate ways to reach goals and get jobs done

_____ Be open and respond constructively to change

_____ Learn from your mistakes and accept feedback

_____ Cope with being unsure of certain situations calmly

Learn Continuously:

_____ Be willing to continuously learn and grow

_____ Assess personal strengths and areas for development

_____ Set learning goals—don’t ever get “stuck”

_____ Identify and access learning sources and opportunities

_____ Plan for and achieve your learning goals

Work Safely:

_____ Be aware of personal and group health and safety practices and procedures and act so as not to  

put yourself or others at risk

TEAMWORK SKILLS

Work with Others:

_____ Understand and participate within the personality and workings of the group

_____ Ensure that a team’s purpose and objectives are clear

_____ Be flexible—respect, be open to and support the thoughts, opinions and contributions of others

in the group

_____ Recognize and respect people’s diversity, individual differences and perspectives

_____ Accept and provide feedback in a constructive and considerate manner

_____ Contribute to a team by sharing information and ideas

_____ Lead or support in motivating others to perform at their best

_____ Understand the role of conflict in a group to reach solutions to problems

_____ Manage and resolve conflict when appropriate

Participate in Projects and Tasks:

_____ Plan, design or carry out a project or task from start to finish

_____ Develop a plan, seek feedback, test, revise and put the plan in place

_____ Work to agreed quality standards and specifications

_____ Adapt to changing requirements and information

_____ Select and use appropriate tools and technology for a task or project

_____ Continuously monitor the success of a project or task and identify ways to improve

Adapted from: Employability Skills 2000+, Ottawa, ON

