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ON-THE-JOB SKILLS | GLOSSARY

GLOSSARY

accountable: responsible for; required to account for one’s conduct.

company policy: the standards and procedures set by a business organization to
influence and determine decisions and actions.

credibility: the quality of being trusted and believed in.

demeanor: 1.the way in which a person behaves. 2.the attitude with which one
carries oneself.

ethical behavior: behaving in accordance with the accepted principles of right and
wrong that govern the conduct of a person or the members of a profession.

jeopardize: to expose to loss or injury.

legible: possible to read or figure out; clear.

mandatory: required; necessary.

notation: a brief note or summary used for convenience.
personal ethics: a person’s own set of principles of conduct.

recommendation: afavorable statement concerning a person’s character or
qualifications.

slang: akind of language occurring mainly in casual or playful speech.
verify: to determine or test the truth or accuracy of something.

work ethic: aset of principles of conduct that involve respect for the rules of the
workplace.
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ON-THE-JOB SKILLS | WORKING WITH OTHERS

WORKPLACE ROLE PLAYS

. You and a coworker are on your lunch break. Two other coworkers

sit down with you and begin gossiping about another coworker. They
encourage you to gossip with them. What do you do?

. You're stocking shelves with someone who is new on the job. The new

person doesn’t know that the shelves are stocked alphabetically, so he
is stocking them according to size. The individual is proud of the artistic
job he is doing. What do you do?

. You and your coworkers at the restaurant where you work have just

spent 45 minutes cleaning the kitchen. Your boss comes in and asks in
an irritated voice why the kitchen is such a mess. The sink has dishes in
it, and the counters need to be wiped. What do you do?

. You and a coworker both applied for a promotion. You are both good

workers, but your colleague has been on the job for about six months
longer than you have, so he gets the promotion. What do you say to your
coworker?

. You have completed all of your tasks for your shift. You are about to ask

your boss if you can leave a few minutes early. Then, a coworker comes
to you to ask for your help. Your colleague has six tasks to do before her
shift ends, and she is not sure they can all be finished. What do you do?

. You are working at an ice cream parlor near your house. A mother with

five young children comes in and places a very complicated order. You
observe that a newly hired coworker fills the difficult order correctly
and with a pleasant smile. What do you do?
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ON-THE-JOB SKILLS | MANAGING TIME, MONEY, AND PEOPLE

The following is a list of tasks that you must complete by the end of your shift at
the clothing shop. Each task has an estimated amount of time that it will take to
complete. You are working for a total of four hours. Pay close attention to the
description of each task. Order these tasks so they can all be accomplished.

To Do List:

Task Time It Will Take

] Vacuum. This must be done at the end of the shift, just (45 minutes)
after the store closes.

O Clean mirrors. This must be done just before the (20 minutes)
vacuuming.

[0 Record items moved from stock to shelves. (50 minutes)

L1 Wipe down counters with damp cloth. This must be done (15 minutes)
at the end of the shift.

1 Empty dressing rooms and put clothes back on hangers. (45 minutes)

This must be done throughout the shift, not necessarily for
45 consecutive minutes.

O water plants. (10 minutes)
[ Create signs for a big sale. (45 minutes)
O Refold clothes on shelves. This must be done throughout (45 minutes)
the shift and at the end, not necessarily for 45 consecutive
minutes.

How will | get these tasks completed?
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