
WORKPLACE VALUES 

Why do you want to work?  

List your top 5 reasons: 

1. _______________________________________________ 

 

2. _______________________________________________ 

 

3. _______________________________________________ 

 

4. _______________________________________________ 

 

5. _______________________________________________ 

 

 

Why do we work? 

We typically associate working with earning money, yet there are many other reasons why we work 

including:  

● Feeling productive  

● Building Self-Esteem  

● Wanting to Contribute  

● Our Interests  

Our personal values play a large role in what type of jobs and careers people choose, and how those 

roles fulfil their values and provide satisfaction. Complete the worksheet on the following page to get a 

sense of what is important to you 
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Values & Job Choice  

So why are work values important? They help us choose our jobs/careers with confidence. Here is 

breakdown of using our work values in our careers, adapted from the research of Louis E. Raths.  

Choosing: We have the right to choose our values and choose our careers.   

 To choose Freely  

 To choose from alternatives  

 To choose from alternatives after considering the consequences of each alternative  

Prizing: We need to be comfortable and confident with our choices- thereby prizing them.  

 Cherishing and being happy with the choice  

 Willing to affirm the choice publicly  

Acting: Putting our values into action.  

 Actually doing something with the choice.  

 Acting repeatedly on the value over time 

 

We are going to talk more about our work values tomorrow and start the acting piece of this.  

 

SKILLS 

The next part of this workshop will help you uncover and identify your most marketable skills – the skills 

you would want to highlight in an interview. By the end of this workshop you will be able to know and 

show your personal, transferable skills and job specific. 

How many skills does the average adult have?? 

____________________ 

Where do we gain our skills? 

Many people believe that skills only come from work experience.  Although this is true, it’s important to 

remember that many skills come from a number of other activities such as volunteering and personal 

activities.  Often, you may be unaware of the skills that you have.  This is because we tend to believe 

“skills” mean only “work related skills”.  There are also transferable skills and personal skills which are 

also important. Let’s brainstorm on where skills can be acquired.   
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3 Types of Skills 

Knowing what skills you possess is at the core of all aspects of a successful job search.  You need to 

know your skills for deciding on job goals, researching potential employers, preparing applications, 

resume and cover letters, for talking to people about the kind of work you are looking for and to 

convince an interviewer that you are the person to hire.  Skills are generally classified into one of three 

categories - Personal Skills, Transferable (or soft) Skills, and Job Specific skills. 

1. Personal Skills 

Personal skills are similar to personality traits. These skills describe what you are like as a person and 

how you would naturally do things. 

2. Transferable (Soft) Skills 

Transferable skills are those skills which can be easily taken with you (or transferred) from one 

environment to another. 

3. Job Specific Skills 

Job Specific skills relate specifically to certain types of jobs or job fields. These skills are easy to 

recognize, however, they can be difficult to transfer from job to job. 

Five Ways to Identify Skills 

● From personal achievements  
● A happy role you’ve occupied  
● A peak experience  
● Skills inventory  
● Ask your friends  

 
 We will be using a variety of these tools to identify your skills today.  
 
Personal Skills/Attributes 
 
Personal skills are who you are as a person. For example, I am more introverted instead of extroverted. 
That can be a personal skill, whereas I am also friendly and work well with people- which are soft skills.  
 
The following skills listed are skills that are especially important to your work life. These are all skills that 
we will continue to cover and develop throughout the program. 
 

● Self-Esteem: Understand how beliefs affect how a person feels and acts; "listen" to and identify 
irrational or harmful beliefs you may have; and understand how to change these negative 
beliefs when they occur. 

● Self-Management: Assess your knowledge and skills accurately; set specific, realistic personal 
goals; monitor progress toward your goal. 
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● Responsibility: Work hard to reach goals, even if task is unpleasant; do quality work; display 
high standard of attendance, honesty, energy, and optimism. 

 
From this list of Self-Management Skills, star the ones that you think you have, then beside each one 

you chose, write how that attribute manifests itself. Ex. I am caring because I listen to my friends when 

they have a bad day.  
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Transferable or Soft Skills 

Soft skills, or transferable skills, are increasingly becoming the hard skills of today's workforce. It's just 

not enough to be highly trained in technical skills, without developing the interpersonal and 

relationship-building skills that help people to communicate and collaborate effectively. 

While your job specific/technical skills may get your foot in the door, your people skills are what open 

most of the doors to come. Your work ethic, your attitude, your communication skills, your emotional 

intelligence and a whole host of other personal attributes are the soft skills that are crucial for career 

success. 

 

These people skills are more critical than ever as organizations struggle to find meaningful ways to 

remain competitive and be productive. Teamwork, leadership, and communication are underpinned by 

soft skills development. Since each is an essential element for organizational and personal success, 

developing these skills is very important and does matter… a lot! 

 

Transferable/Soft Skills Checklist Activity 

Go through the Transferable Skills Checklists below and check off any and all of the skills that you 

already have. Think back to our conversation around self-awareness and self-confidence. Please don’t 

be hard on yourself and question whether you have a particular skill or not, or whether that skill is good 

enough or developed enough. If you answer yes right away to a skill, then check it off. If you answer no 

right away, do not check it off. If you are not sure, leave it blank or star it and come back to it later. 

There are no wrong answers, or any judgement about whether you have a skill or not. Then complete 

the summary to develop a concise narrative around your skills. 
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Job Specific Skills 

Now to job specific skills, also called hard skills. Look through the following checklists (this is the last 

checklist today, I promise) and check off the hard skills you have. At the bottom, write down the top six 

you want to use in your career. Beside each skill you write at the bottom, note the letter of the box it 

came from. For example, the first skill in the “R” box at the top right is “assemble”. So if you choose 

assemble as a skill you want to use, write the letter R beside it in the list of 6 at the bottom. Note that 

these letters, RIASEC, have a purpose- they are part of a model called the Holland Code. We will use this 

model later to help you decide what type of career/job you are interested in.  

 



 

 

How do you learn job specific skills? 

There are several ways to learn job specific skills: 

- Education and training (For example, this program provides WHMIS training, which can be job or 

industry specific) 

- Reading and studying (You can learn some job specific skills without needing to do formal 

education or training. The Lynda.com course or courses you take while in Step Ahead would be 

considered studying.) 

- Working with and observing others (A lot of skills can be learned while on the job. For example, 

you may have good computer skills but you could learn how to use a specific database at work.) 

Next Steps 

To recap, what are the three types of skills discussed today? 

1. 

2. 

3. 

 

And what was the point of defining your work values and filling out all those checklists? 

 

 

 

 

In the next workshop, you will apply everything from today and put it into action! 
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