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Class Notes for Wednesday, September 13th 2006

“The ability to communicate well is essential if you want to be a successful employee”

Introduction:  Following directions is a normal part of everyone’s workday.  Every employee must know what tools, materials, and equipment to use and how to use them safely.  Following directions with care keeps employees and equipment in good condition, prevents injury, and gets the job done.  However, at times this may not be easy.  

Discussion Questions:  

What type of directions do you all follow on a daily basis?

What type of directions do you give on a daily basis?

What would the day be like without directions?

EXAMPLE

Watching successful workers is a good way to learn new skills and improve skills you already have.  In the VIDEO you will see workers following and giving directions.  In this video, a emergency worker helps two construction workers administer CPR to a co-worker suffering from a heart attack.  Think about why directions are important on the job.  As you watch, try to identify the communication skills the characters use in order to give and follow directions.

Closure:  Why are directions important on the job.  What are some communication skills that the characters need in order to give and follow directions?  

Class Notes for Thursday, September 14th 2006

Introduction—What directions have you been given today and what directions have you followed?

Successful employees use the same process whether they are dealing with written or oral directions.  The approach for following and giving directions that workers used in the video from yesterday can be described in a systematic three step process:  PLAN, CHECK, and CLARIFY.   As a class, we will go over the flow chart found below and apply it to different scenarios.  

Scenario 1:

  
Scenario 2:

Scenario 3:    
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