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The Human Resources Development (HRD) program provides skill assessment services,
employability skills training, and career development counseling to individuals in transition and in the
emerging workforce. The courses taught in this program address six core components:

(1) assessment of an individual 6s assets and |
(2) development of a positive self-concept

(3) development of employability skills

(4) development of communication skills

(5) development of problem-solving skills; and

(6) awareness of the impact on information technology in the workplace.

On the following pages you will find charts outlining six HRD core training components along with their

related competency areas and suggested learning objectives. Also note that each learning objective

beginswi t h t he phrase: AUpon completing a |l earning ac
learning objectives listed in this document come from a compilation of recommended employability

skills standards from the following national research projects:

o Workplace Basics: The Skills Employers Want
J What Work Requires of Schools: A SCANS Report for America 2000

o National Career Development Guidelines-- Adult Competencies and Indicators

o CASAS Employability Competency System

o National Skill Standards Board: Academic and Employability Knowledge and
Skills

o National Institute for Literacy: Equipped for the Future

NC Computer Empowerment Project

Because these | earning objectives are a fAsuggest e
additional competencies and/or learning objectives when appropriate. Staff development workshops
are available for those programs seeking assistance in development of course outlines and syllabi.



Human Resources Development

Core Training Components

Competency Areas

Assessment Self-Concept

1. Self-Assessment 1. Self-Esteem

2. Employment Testing 2. Self-Advocacy

3. Academic Testing 3. Motivation

Employability Skills
Job Preparation Job Keeping Skills Lifelong Learning
1. Career/Educational Exploration 7. Personal Responsibilities 17. Reflection
2. Goal-Setting 8. Time Management 18. Change Management

. Economic Literacy
10 Work Attitudes/Behaviors

11. Job Performance Life Skills
Job Seeking Skills 12. Interpersonal Skills 19. Consumer Buying
3. Job Search 13. Learning Skills 20. Parenting Skills
4. Application/Resume 14. Math/Measurement Skills 21. Community Resources
5. Interviewing 15. Information Technology 22. Preventive Health Care
6. Job Selection Process 16. Job Resignation or Termination 23. Legal Rights and Responsibilities
Communication Skills Problem-Solving Skills Information
Technology
1. Communication Styles 1. Problem-Solving Strategies
2. Listening Skills 2. Decision-Making Skills 1. Basic Computer Skills for the
3. Speaking Skills 3. Conflict Management Workplace
4. Observation Skills 2. Internet Navigation for Career
5. Reading Skills Exp|0rati0n
6.  Writing Skills 3. Job Search Strategies
7. Teamwork Skills 4. Electronic Business
8. Leadership Skills Communications

5. Technology in the 21st Century
Workplace



Assessment

' z! Assessment of a studentods cont

Q\ g student needs to learn and how to select and use instructional strategies that will
' promote and reinforcethes t udent 6s | ear ni

learning preference helps an instructor make better decisions about what a

ng.

ent K i

From a studentds perspective, assessment provides
career and educational goals. When you can recognize what you want, who you are, what you have to offer, and what you
have to learn, you will be better able to find your place in the working world.

Assessment can be both formal and informal and should be done throughout the course and not just at the beginning or
end. The most common formal assessmentinstrumentsus e d i n HRD pr o g r -Dircked Searche
Meyers-Briggs, CAP/COPS, and the 4-MAT Learning Type Measures. Informal assessments can be done in a variety of
ways such as demonstrations, simulations, exercises, written or oral exercises, reports, projects, portfolios, and
employability plans. For more information about career assessment instruments, please contact the State HRD Office.

t he H

Competency Areas

Learning Objectives:
Upon completing a learning activity, the student will be able to

1. Self-Assessment

assess personality traits, interests, aptitudes, and values
assess learning style preference

evaluate past and present strengths and accomplishments
identify transferable skills from job and life experiences

2. Employment Testing

assess basic employability and workplace skills

assess specific occupational or job-related skills

identify and prepare for various employment tests (pre-hire assessment, drug test, job-specific
skills, etc.)

interpret and use test results to assess employment options

3. Academic Testing

assess basic reading, writing, math, and English skills

identify and prepare for various academic tests (GED, college placement test, nursing
assistant, ASVAB, etc.)

interpret and use test results to assess educational options




Self-Concept

Developing a positive self-concept is an important element for achieving personal
success. The ability to accept oneself as a unique, changing, imperfect, and growing
individual means that you have the ability to recognize your potential as well as your
limitations. In this training component, participants are taught to focus on healthy
perceptions, optimism, creative choices, and positive expectations. The end result is
that participants learn to reconstruct their attitudes and behaviors and become more
open to new experiences.

Competency Areas

Learning Objectives:
Upon completing a learning activity, the student will be able to:

1.

Self-Esteem

—  identify characteristics of high and low self-esteem

—  explore positive and negative attitudes/behaviors

— understand what shapes a person's self-esteem

— demonstrate a realistic understandi

2.

Self-Advocacy

— maintain a positive self concept

- recognize and address oneds emoti on
— demonstrate skills to overcome self-defeating behaviors

— develop positive support systems for work and family life

— accept personal -suficsngponsi bil ity for
—  strive for continuous self-improvement

3.

Motivation

— describe internal and external motivations for work

— describe the importance of work as it affects lifestyle preferences

- recognize reasons why people work/d
— identify strategies to overcome personal barriers to employment and job training opportunities
—  prepare oneself mentally to look for a job or further training




Employability Skills

As we move into the new millennium, the workplace will be constantly changing and growing. As the workplace evolves, so must
the skills of its employees. lare996di vhduBHRBD poogsamce

Hence, in addition to providing training so that individuals obtain and maintain

entry-level jobs, we must provide training that is based on national skills

standards, assessments, and certification thatwi | | enhance a part
to compete effectively in this new high-performance, highly technological global

economy.

The Employability Skills Training Component is the centerpiece around which the other
four HRD Core Training Components revolve. This training component is broken down into five subsets: Job Preparation, Job-Seeking
Skills, Job-Keeping Skills, Lifelong Learning, and Life Skills.

Job Preparation

Learning Objectives:

e Upon completing a learning activity, thelst will be able to:

1. Earfer/ qucaﬂon — discuss personal career and employment aspirations
xploration _ _ . . . .
P — describe how educational achievement and life experiences relate to career and educational
opportunities

— demonstrate skills to locate, evaluate, and interpret labor market information

— describe information about specific occupations in terms of education and skill requirements,
labor market demand, possible career advancement, and earning potential

— describe information about specific employers and hiring practices

— describe occupational, industrial, and technological trends as they relate to employment
opportunities

— explore education and job training opportunities

2. Goal-Setting — understand the rationale for setting goals and career planning
— identify strategies for establishing and maintaining a goal
— set and prioritize short/long-term goals for achieving personal success, finding and maintaining
employment, and accessing lifelong learning opportunities
—  modify career plans or adjust priorities given changing goals or conditions
- evaluate personal effectiveness in




Employability Skills
Job Seeking Skills

Competency Areas

Learning Objectives:
Upon completing a learning activity, the studertbevible to:

Job Search

identify employment opportunities t
identify and use a variety of resources to find job leads

develop a realistic job search plan

document job search activities

re-evaluate and make adjustments, if necessary, to job search plan

Application/Resume

gather necessary dates, information, and documents to complete a job application/resume
understand the importance of a job application/resume

accurately complete a job application form

develop a well-written resume and cover letter

identify appropriate references for a job application/resume

Interviewing

identify strategies and procedures to prepare for a job interview

demonstrate appropriate grooming and attire for a job interview

deal effectively with questions asked or answers given in a job interview

identify reasons why people dondt g

Job Search Process

demonstrate skills to assess job offers in terms of salary requirements, fringe benefits, work
environment, career advancement, and other conditions of employment
make responsible employment decisions




Employability Skills
Job Keeping Skills

Competency Areas

Learning Objectives:
Upon completing a learning activity, the student will be able to:

7. Personal Responsibilities

make satisfactory arrangements for childcare
make satisfactory arrangements for transportation to work
identify strategies for balancing work and family responsibilities

8.  Time Management

understand the importance of being at work on time

understand the importance of maintaining regular attendance

understand the importance of giving timely notice to employers for absences or changes in
work schedule

apply effective time management techniques for work and family responsibilities

9. Economic Literacy

understand the financial obligation/expenses of working, such as childcare/ transportation,
clothing expenses, income taxes, insurance, food, work-related equipment, etc.
understand basic infor maeftssi on concer
understand basic information concerning Wage and Labor Laws

understand basic information contained on a check stub

understand basic information about the earned income tax credit

under stand t hleo ekd nfcii rpd recsi  aeldtion ti amgnaplgyee r
demonstrate skills to manage oneds
identify and use various banking and financial services

recognize the advantages/disadvantages of using credit

10.  Work Attitudes/Behaviors

identify the characteristics of a person with good work ethic

accept responsi bil irdatdsithiatons one s own
demonstrate safe, careful use, and maintenance of tools, equipment, and machines
demonstrate reliability, dependability, initiative, and resourcefulness in work-related situations
react appropriately to directions and criticisms

avoid incidents of workplace violence and sexual harassment

demonstrate appropriate dress and hygiene given specific work environments




(Job Keeping Skills, continued)

Learning Objectives:

Sl e P Upon completing a learning activity, the student will be able to:

11. Job Performance —  organize and structure work for effective performance of job tasks
— demonstrate the ability to complete tasks on time and accurately
— anticipate and accept job responsibilities beyond job description
— ask for clarification of directions as needed
— identify symptoms and prevention of stress and job burnout
— monitor and evaluate job performance for continuous improvement

12. Interpersonal Skills — interact with others in ways that are friendly, courteous, and tactful and that demonstrate

respect for othersd ideas, opinions
— demonstrate respect for individual and cultural differences and for the attitudes and feelings of
others

— interact and cooperate effectively with co-workers and the general public

13. Learning Skills — identify preferred learning style

- identify oneds strength and weaknes
that help build self-concept as a learner

- manage, direct, and monitor onebds |

— become familiar with a range of learning strategies to acquire or retain knowledge

— identify and utilize effective study skills and test-taking strategies

—  perform basic numerical calculations (addition, subtraction, multiplication, and division) with
14. Math/Measurement Skills whole numbers, fractions, and decimals
—  perform basic measurement tasks, including the use of conversion tables, to determine
length, width, height, and weight
— read and interpret basic measurement and numerical readings on measurement instruments
— apply knowledge of mathematical concepts and procedures to figure out how to answer
questions, solve problems, make predictions, or carry out tasks
— communicate results using a variety of mathematical representations, including graphs,
charts, tables, and algebraic models

15, Information Technology —  select, access, and use information, data, and communications-related technologies such
as basic personal computer applications, telecommunication equipment, Internet, electronic
calculators, voice mail, e-mail, facsimile machines, and copying equipment to accomplish
work activities

— identify reasons why people get fired
—  exhibit appropriate behavior in case of job termination
— explore other job opportunities upon leaving or being terminated from a job

16. Job
Resignation/Termination




Employability Skills
Life Long Learning

Competency Areas

Learning Objectives:
Upon completing a learning activity, the student will b&able

17.  Reflection o . .
take stock of where one is in relation to his/her career plan
make inferences, predications, or |
18.  Change Management identify constructive ways of dealing with change, including showing flexibility and
adaptability
describe changes (e.g. personal growth, technological developments, changes in demand for
products or services) that influence the knowledge, skills, and attitudes required for job success
understand the importance of pursuing education, training, or other opportunities for
learning and development
change onebs behavior or work metho
or work demands
be receptive to new information, ideas, or strategies to achieve employment-related goals
and/or advance to jobs with higher skills, responsibilities, and salaries
Employability Skills
Life Skills
19.  Consumer Buying understand methods and procedures used to purchase goods and services, buy a home or
enter a rental agreement, purchase and maintain an automobile, and buy insurance
20.  Parenting Skills understand the demands of being a w
explores ways that parents can help their children develop self-respect
look at the value of raising responsible children
explore ways parents can support and prepare their children for school success
21. Community Resources use community agencies and services
understand oneb6s |l egal rights and r
practice good citizenship
22.  Preventive Health Care identify safety measures that prevent accidents and injuries
recognize problems related to drugs, tobacco, and alcohol, and identify where treatment
may be obtained
identify practices that promote physical and mental well-being
23. Legal Rights &

Responsibilities

identify procedures for obtaining legal advice
solve and/or prevent legal problems




Communication Skills

Workers spend most of their day using some form of
communication. They communicate with each other about
procedures and problems. They relay information as well as
receive it from customers. Employees who lack proficiency in
verbal and non-verbal communication skills are handicapped
in enhancing their personal and professional development.
Moreover, business leaders estimate that deficiencies in
these skills cost employers millions of dollars each year in lost productivity through errors. This
training component will help participants improve their communication skills

Learning Objectives:

s K Upon conpleting a learning activity, the student will be able to:

1.~ Communication Styles - discuss oneb6s style of communicatio
— understand and respect the communication styles of others

2. Listening Skills —  understand the difference between listening and hearing

— attend to, receive, and correctly interpret verbal communication and directions through cues
such as the content and context of the message, and the tone and body language of the
speaker

— eliminate blocks to effective listening

3. Speaking Skills — express ideas and facts orally in a clear and understandable manner that sustains a

listener's attention and interest
— ftailor oral communication to the intended purpose and audience
— identify or use appropriate language for informational purposes (e.g. to identify, describe,
ask for information, state needs, command, agree or disagree, and ask permission)
— demonstrate the ability to speak clearly and concisely in work-related situations
— identify characteristics of a good speaker
—  pay attention to conventions of oral English communication, including grammar, word
choice, register, pace, and gesture
— use multiple strategies to monitor the effectiveness of the communication.

4. Observation Skills attend to visual sources of information, including television and other media

—  monitor comprehension and make adjustments for improvement

— determine the purpose for observation and use strategies appropriate to the purpose
— analyze the accuracy, hias, and usefulness of the information

— integrate current observation with prior knowledge to address viewing purpose




(Communication Skills, continued)

Learning Objectives:

G aiang) e Upon completing a learning activity, the student will be able to:

5. Reading Skills — understand and use written information that is presented in a variety of formats, such as
text, tables, lists, figures, and diagrams
—  select reading strategies appropriate to the purpose, such as skimming for highlights,
reading for detail, reading for meaning, and critical analysis
— demonstrate the ability to read and follow instructions
— interpret employee handbooks, personnel policies, and job manuals

6. Witing Skills —  demonstrate the ability to listen to oral instructions and write them with accuracy and brevity

—  express ideas and information in written form clearly, succinctly, accurately, and in an
organized manner

— use English language conventions of spelling, punctuation, grammar, sentences, and
paragraph structure

— tailor written communication to the intended purpose and audience

— seek feedback and revise to enhance the effectiveness of the written communication

7. Teamwork Ski!ls — identify the characteristics of a team player
Lo —  apply facilitation skills in a group setting
‘ — identify elements of group dynamics principles
— work cooperatively and collaboratively with others to achieve goals by sharing or integrating
ideas, knowledge, skills, information, support, resources, responsibility, and recognition

A A W — motivate, inspire, and influence others toward effective individual or teamwork performance,
&,?/ & j@ @f‘« goal attainment, and personal learning and development by serving as a mentor, coach, and
> i 7!.!-‘ ] \ role model, and by providing feedback and recognition or rewards

8. Leadership Skills —  identify the characteristics of a team leader
— take leadership responsibilities in work-related situations
- assess the needs of others and oneb
— use strategies for providing guidance that takes into account the goals, task context, and

learning styles of others

- arrange opportunities for |l earning
—  present a topic using a strategy that takes into account the purpose and audience
- seek feedback on the usefulness and
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ProblemSolving

Problem-s ol ving i s the process of bridging a
ought to be. o I n the workplace, probl
productivity is not what it should be, when communication and cooperation seem to be

lacking, or when conflict appears to be out of control. This training component will focus

on individual and group problem-solving techniques.

Competency Areas

Learning Objectives:
Upon completing a learning activity, the student will be able to:

1. Problem-Solving —  explain the need for problem solving in work-related situations
Strategies — identify and use problem solving tools and techniques
— use information from diverse sources to arrive at a clearer understanding of the
problem and its root causes
—  generate alternative solutions
— evaluate strengths and weaknesses of alternatives, including potential risks and benefits and
short and long term consequences
— select an alternative that is most appropriate to goal, context, and available resources
—  establish criteria for evaluating effectiveness of solutions or decisions
2. Decision-Making Skills —  make decisions that consider relevant facts and information, potential risk and benefits, and
short and long-term consequences of alternatives
—  build consensus among individuals or groups by facilitating agreements that involve sharing or
exchanging resources or resolving differences in such a way as to promote mutual goals and
interests
—  persuade others to change their point of view or behavior without losing their future support
3. Conflict Management

Skills

—  recognize causes of conflict and know how to defuse them

—  apply strategies to manage positive and negative emotions

— apply strategies to cope with crisis/stress at home and in workplace

— apply strategies to develop critical thinking skills

— deal effectively with difficult people and negative situations

—  resolving conflicts, confrontation, and disagreements while maintaining productive working
relations




INnformation Technology

Learning technology in context is critical to preparing HRD students for the 21st century
workplace. Information Technology courses will challenge students to think critically by learning
computer-related tasks which require them to 1) locate, select and manage information;

2) explore ideas, solve problems and derive meaning; 3) express ideas and exchange
information; and 4) apply computer skills for information problem solving. Students will utilize
the skills which encompass the other five (5) core competencies of HRD programming.

Learning Objectives:

e Upon completing a learning activity, the student will be able to:

1. Basic Computer Skills —  Identify parts of the computer and the corresponding functions
for the Workplace —  Understand computer terms
— Understand and utilize the process of installation and removal of workplace-related
hardware and software
—  Demonstrate proper finger placement and keystrokes associated with keyboarding
— Use mouse applications
— Demonstrate a basic understanding of operating systems
—  Demonstrate file and application management

2. Internet Navigation for
Career Exploration

— Understand workplace ethics when navigating the Internet

— Identify and utilize browsers and search engines

— Navigate and utilize information from local, regional, state and national government
websites

— Navigate and utilize information from education and training websites including NCCCS and
local community college websites

— Locate and utilize labor market information, trends and data, for example, JobLink and ESC
websites

—  Effectively utilize on-line interest inventories and skills assessment tools

3. Job Search Strategies  _ conduct effective online searches pertaining to job availability, career exploration and
occupational information
—  Complete an on-line job application
—  Setup resume in correct format for Internet posting
—  Complete résumés, cover letters and other business related documents utilizing word
processing, database, and spreadsheet applications




Learning Objectives:

e Rk Upon completing a learning activity, the student will be able to:
4. Electronic Business —  Understand the differences between personal and professional email accounts
Communications —  Create a professional email account
— Demonstrate understanding of workplace email etiquette
— Send and receive business-related email with attachments
— Accurately describe & apply appropriateness of text and instant messages in the workplace
—  Demonstrate an understanding of a work-related Weblog, ListServ, Podcast and Webinar
— Accurately cite Internet resources
— Understand how to participate in a conference call
5. Technology in the 21 —  Identify and describe the role of distance learningi n f ur t hetioh ng one
Century Workplace

— Understand the need for lifelong learning in technology
— Understand how developing technologies are used in various workplace settings




