Class 2 Instructor’s Guide
Employability Skills Course | Portland Community College



	- Email draft
	- Send an "email" to a coworker to address a communication concern

	- Feeling Listened
	- What is something in the last week that made you feel listened to? How could recreate that in a work setting?

	- Google Docs overview
	- We will use Google Docs throughout the day to take notes and create content

	- Google Calendar Overview
	- How to create an event
- How to invite people
- How create a notes doc

	- In small groups outline and present processes for completing specific tasks
	

	- Complete skills audit
	Using Oregon CIS students complete a skills profile. We walk through the tool and discuss the different features. Once students have their top skills, we will begin working on a personal narrative to put their skills and experience together.
https://www.pcc.edu/panther-tracks/choosing-a-career/step-back/

	- Workplace Values
	Complete Oregon CIS Work Importance Locator and discuss their workplace values. What do they need out of work place - how does this reflect the type of work they've chosen and how they want to articulate who they are?

	- Articulating skills in interviews
	Review best practices for interviewing and complete practice worksheet
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