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Learner Name: __________________________________________   
Date Started: ___________________________________________
Date Completed: _________________________________________


	Goal Path:
	Employment
	Apprenticeship

	Secondary School





	Post Secondary
	Independence


Successful Completion:  Yes   	     No   

Task Description:  The learner will read a short article about getting along with co-workers, and answer questions.

Main Competency/Task Group/Level Indicator: 
· Find and Use Information/Read continuous text/A1.2
· Communicate Ideas and Information/Write continuous text/B2.1


Materials Required:
· Pen/pencil and paper and/or digital device


Learner Information
Working with others is an important skill in any job.  We all need to learn how to collaborate with people we don’t know and whose skills and perspectives may be different from our own.

Read “Getting Along with Others at Work”.


Getting Along with Others at Work
Work is usually easiest when you work with people you already respect, trust, and know that you can work well with.  It can be challenging to work on a task or project with someone you may not like or have never worked with before.
Learning to collaborate successfully with others is a valuable skill.  Each of us has different strengths in the workplace and when we collaborate, each person’s skills work together to help achieve a shared goal. We often benefit from working with others who can teach us new ways of doing things or offer different perspectives on challenges we are encountering.
Always keep in mind that you do not need to like a co-worker, and they do not need to be your friend.  Working effectively with a co-worker is not the same as wanting to hang out with them after work or inviting them to join your Saturday soccer league.  You can respect each other and value each other’s contributions at work without having shared hobbies or interests that would make you want to spend your leisure time together.
Communicating effectively with the other person can help you determine how you will work together to complete a task.  For example, initiating a conversation about how deadlines will be met, who will be responsible for different sections of work, and what plans you will put in place together to deal with any unexpected changes, can help you avoid problems when working with others.  It can also be helpful to put these plans and steps into writing so that they are clear to everyone involved, and can be referred to at a later point in time if there are any misunderstandings about what everyone has agreed to.  In many workplaces, sending an email to confirm understanding is an important step in collaboration.  An email might begin with: “Based on our discussion about this project, I understand that I will be responsible for _____, you will be responsible for ____, we will meet every Tuesday at 1pm to discuss our progress, and we will plan to do ____ if we’re unable to meet our weekly goals.”
Collaboration also means asking for help when you need it, and being open to the suggestions and input of others when trying to solve problems.  When collaborating on a project, you and your co-workers are trying to achieve a goal together.  Focusing on this outcome, and the steps needed to achieve it, can help you successfully reach the end result.

Work Sheet
Task 1:  List two (2) reasons working with others at work can be beneficial.
Answer:



______________________________________________________
Task 2:  List two (2) reasons it might be important to put plans into writing when collaborating.
Answer:



______________________________________________________
Task 3:  You and your co-worker, Aliyah, are working together to prepare for a board meeting on Monday, November 30.  The tasks that need to be accomplished before then include
· sending a meeting invitation to all board members
· booking the meeting room
· ordering muffins and coffee from the local bakery
· checking the supply room for pens and paper; ordering extra supplies if needed
Assume you and Aliyah have evenly divided these tasks, and you both have availability to meet at 10am one week before the board meeting.
Draft an email based on the example from the article.  You will invite your supervisor to the meeting if you and Aliyah are struggling to meet deadlines.
Answer:








______________________________________________________


Answers
Task 1:  List two (2) reasons working with others at work can be beneficial.
Answer:
· Each person’s skills work together to achieve a shared goal
· Someone else may teach us new ways of doing things
· Someone else may offer different perspectives on challenges we are encountering
Task 2:  List two (2) reasons it might be important to put plans into writing when collaborating.
Answer:
· To ensure plans are clear to everyone involved
· To provide something to refer back to if there are any misunderstandings
Task 3:  You and your co-worker, Aliyah, are working together to prepare for a board meeting on Monday, November 30.  The tasks that need to be accomplished before then include
· sending a meeting invitation to all board members
· booking the meeting room
· ordering muffins and coffee from the local bakery
· checking the supply room for pens and paper; ordering extra supplies if needed
Assume you and Aliyah have evenly divided these tasks, and you both have availability to meet at 10am one week before the board meeting.
Draft an email based on the example from the article.  You will invite your supervisor to the meeting if you and Aliyah are struggling to meet deadlines.
Answers will vary.  A sample response follows on the next page.


Dear Aliyah,
Based on our discussion about this project, I will be responsible for sending the meeting invitation to board members and booking the meeting room.  You will be responsible for ordering muffins and coffee and ordering supplies if there are not enough pens and paper in the supply room.  Let’s meet on Monday (November 23) at 10am to discuss.  If we are having any problems with our assigned tasks, we can invite our supervisor to this meeting.
Thank you.
Learner’s Name



Performance Descriptors
	Levels
	Performance Descriptors
	Needs Work
	Completes task with support from practitioner
	Completes task independently

	A1.2
	scans text to locate information
	
	
	

	
	locates multiple pieces of information in simple texts
	
	
	

	
	follows the main events of descriptive, narrative and informational texts
	
	
	

	
	obtains information from detailed reading
	
	
	

	B2.1
	write simple texts to request, remind or inform
	
	
	

	
	conveys simple ideas and factual information
	
	
	

	
	uses sentence structure, upper and lower case and basic punctuation
	
	
	

	
	uses highly familiar vocabulary
	
	
	





This task: Was successfully completed        Needs to be tried again  






Learner Comments:








Instructor (print):						Learner (print):
__________________                                         _________________
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