SET for Life


WORK MATURITY SKILLS
Work maturity skills are the job related skills that every person needs in order to be a successful employee. These skills are introduced, taught and reinforced in the classroom as well as on work training sites. A list of 25 skills has been generated and students are responsible for as many of them as possible. Assessments, goals and evaluations are based on these targeted skills necessary to complete the job assigned but are unwilling to put up with inappropriate work related skills, or teach to these skills, or teach to these skills areas.

PRIMARY SKILL AREAS: 
Cooperates with supervisor(s)/co‑workers 
Communicates honestly 
Accepts constructive criticism 
Observes safety rules 
Report absences/tardiness 
Maintains punctuality 
Demonstrates appropriate hygiene and grooming 
Dresses appropriately for the work site 
Maintains work pace established by supervisor 
Listens to directions 
Follows directions 
Stays on task 

Completes work thoroughly
SECONDARY SKILL AREAS:  
Addresses supervisor in an appropriate manner 
Seeks assistance from supervisor when necessary 
Expresses job concerns in an appropriate manner 
Adapts to change in routine 
Maintains time card

Exhibits proper behavior toward others at break 

Take care of tools and equipment 

Demonstrates initiative 

Organizes/Responds to time schedule 

Organizes work 

Separates personal issues from work

Across all skill areas, a strong emphasis is placed on attendance and punctuality. A student does not have to master the skill in one group before moving on to the next. All programming is done on a needs assessment. The primary skills are the skill areas most basic to being successful in the world of work. Secondary skills make for more independent workers and are skill areas that lend themselves more easily to adaptation if necessary.
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