Minnesota ABE Employability Skills Profile

Scoring Key
Could Not Observe/Not Applicable (NA)......... Check this box if you are either unable to or did not have the opportunity to observe
the skill/behavior
Needs Improvement (NI) Check this box if the student is either unable to demonstrate the skill/behavior or is
inconsistent in demonstrating the skill behavior.
Improving (I) Check this box if the student’s ability to and/or consistency in demonstrating the

behavior has improved since the previous assessment. (This option is available
only for follow-up assessments.)
Check this box if the student is able to and consistently demonstrates the

Meets Standard (MS)

skill/behavior.

A learner has met the performance standard for a skill are if (1) the learner meets standard on all of the observation check list skills/behavior for that skill area (with
the exception of those that are checked not applicable/could not observe and (2) their overall profile is consistent with the skill area description.

Date: Date: Date: Meets
Employability Skill Area e A s Skill
And Description Observation Checklist Assessed By: Assessed By: Assessed By: Ar 2 a ;
NA NI MS NAN I MS | NANI T ms | Standar

Self-Management: In general, learners Asks for and accepts suggestions for Oo0Oo oooo loooo Date:
who meet this standard manage improvement
themselves effectively. They come to Attends to details and checks for errors
class prepared to work and follow 0o oood |joogoo Initials:
program policies and procedures. They Completes tasks O 0O o oooo loooo :
are able to ask for and accept assistance Maintaims acceniable dross and hvaienc
and can adjust to needed changes. They P ve O oo OoO0oO0Oo (OoooOgoo
complete necessary classes/assignments Comes prepared to work (e.g. brings
and their assignments meet program appropriate materials) oo pooojuood
requirements. Follows programs policies and procedures Oo0 o0 oooo loooo
Time Management: In general, learners Demonstrates punctuality O0oo oooo loooo Date:
who meet this standard use time
effectively. They attend class Maintains an acceptable attendance record —
consistently and arrive on time for P ooo 0000|0000 | /il
scheduled classes and appointments. Uses class time efficiently O o o0 oooo loooo
They stay “on task” during class and -
complete assignments on time. Meets Deadlines O oo ooooOo (O0oOon
Communication: In general, learners who | Gives and follows verbal instructions O0oo oooo loooo Date:
meet this standard can give and
understand essential verbal and written Reads and understands notices,
communications. They read and announcements, notes and memos 0on e Initials:
understand notices and announcements, Wit Jorstandabl . K '
give and follow verbal instructions, and rites understandable notes and memos O o0 Ooooo |oood
can communicate by exchanging written  ["Fjlls out forms correctly
notes or memos. They can read, write and o od oodo jgdog
follow written instructions, fill out forms Communicates effectively by telephone Oo0Oo oooo loooo
and communicate effectively by - - -
telephone. Follows written instructions OO0 0 Ooooo Oo0oo
Learning Skills: In general, learning who | Demonstrated a desire to learn Ooo oooo loooo Date:
meet this standard are effective in guiding - - -
their own learning. They establish clear Establishes appropriate educational goals O o o0 oooo loooo
educational goals/objectives and Works systematically to meet educational itials:
demonstrate an organized approach to goals Y Y o oo oooo |oooao | hibas
meeting them. They identif y and Applies learning skills appropriately to
implement learning strategies that are learnine tasks o oo o000 (O0ooOoo
appropriate to their learning tasks and are g -
able to use technology to support their Learns to use technology (i.e. computers, Ooo oooo loooo
learnin calculators, etc.)

8.
Working With Others: In general, Contributes constructive ideas, suggestions Ooo oooo loooo Date:
learners who meet this standard are and effort
effective when interacting/working with E Tinvol m
others. They are able to make their needs | ~"¢OUTages and Mvoives others D00 |gogg|ooog |,
and ideas known and respond to similar Listens to others '
communications from others. They are gdao gadd [ooon
polite and respectful of the ideas and Shares materials when appropriate Oo0Oo oooo loooo
needs expressed by fellow students and - -
staff. When interacting with others they Does not distract others learning O O O ooooO |1oood
pay attention. Listen and contribute ideas : :
and effort. CCoorr;lplete.s cooperative tasks and is able to O o o0 oooo loooo

promise




