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Employability Skills: Personal Qualities
Program Information
Lesson: 
· Employability Skills: Personal Qualities
Training: 
· Premises Cabling
Time frame: 
· 60 minutes
Instruction Section
Learning Objectives:
· Prioritize tasks based on deadlines, importance, and impact on project timelines.. 
· Navigate unexpected challenges through scenarios where unexpected challenges arise during cabling installations, requiring quick adjustments and problem-solving.
· Demonstrate proactive steps to address problems and make decisions without waiting for instructions, showcasing their initiative and independence. 
· Maintain professionalism and a positive attitude even in challenging or stressful work scenarios, showcasing resilience and adaptability.
Assessment Tools/Methods:
· Gather feedback from participants on the effectiveness of the session in enhancing their personal qualities and professional development.
· Provide verbal or written feedback to individual participants or groups, highlighting strengths, areas for improvement, and specific examples of effective personal qualities demonstrated during the lesson.
Learner Prior Knowledge:
· Technical Knowledge: Participants should have a basic understanding of premises cabling concepts, terminology, and practices. This includes familiarity with structured cabling systems, network components, cable types, installation methods, and safety protocols relevant to cabling installations.
· Work Experience: It would be beneficial if participants have prior work experience or exposure to premises cabling projects. This could include roles such as cabling technicians, network installers, IT support personnel, or related positions where they have engaged in cabling installations, troubleshooting, and maintenance tasks.
· Communication Skills: Participants should possess adequate communication skills, both verbal and written, as effective communication is integral to professionalism and customer interactions in the cabling industry. This includes the ability to convey ideas clearly, listen actively, and engage in professional correspondence. 
· Problem-Solving Abilities: Having problem-solving skills is crucial for participants to effectively handle technical challenges, troubleshoot issues, and make informed decisions during cabling installations. This includes critical thinking, analytical reasoning, and the ability to apply solutions logically

Instructional Activities:
1. Discuss the importance of personal qualities in professional growth and success as a premises cabling technician.
Activity 1: Understanding Personal Qualities
1. Start with a brainstorming session on personal qualities, listing them on the whiteboard.
2. Facilitate a discussion on the qualities listed below, asking participants to share their definitions and experiences related to each. 
a. Responsibility: Discuss what it means to be responsible in the context of a premises cabling technician. This could include aspects like following safety protocols, completing tasks accurately and on time, and taking ownership of one's work. 
b. Self-discipline: Explore how self-discipline plays a role in staying focused on tasks, managing time effectively, and resisting distractions or temptations that might hinder productivity. 
c. Adaptability and Flexibility: Talk about the importance of being adaptable in a dynamic work environment, where technology and requirements may change rapidly. Discuss scenarios where technicians might need to adjust their approach or solutions on the fly. 
d. Independence: Highlight the value of being able to work independently, such as troubleshooting issues without constant supervision or taking initiative to address problems proactively. 
e. Willingness to Learn: Emphasize the need for continuous learning in a field like premises cabling, where new technologies and techniques constantly emerge. Discuss how a willingness to learn leads to professional growth and staying relevant in the industry. 
f. Professionalism: Define professionalism in terms of behavior, communication, appearance, and how technicians represent themselves and their companies to clients and colleagues. 
g. Taking Initiative: Explain the importance of proactively seeking opportunities to improve processes, suggest innovations, or take on additional responsibilities without waiting to be told. 
h. Positive Attitude and Self-worth: Discuss how maintaining a positive attitude, even in challenging situations, contributes to a healthier work environment and fosters a sense of self-worth and confidence. 
i. Taking Responsibility for Professional Growth: Encourage participants to reflect on how they currently take responsibility for their own professional development, whether through seeking training, networking, or setting personal goals. 
3. After discussing these personal qualities, wrap up the discussion by asking participants how they feel using a combination of these qualities will impact their performance as premises cabling technicians.
Activity 2: Self-Assessment and Goal Setting
Distribute the Personal Qualities Self-Assessment and Goal Setting Rubric and ask participants to self-assess their current level of each personal quality.
Encourage participants to focus on one or two qualities they want to prioritize.
After completion of the assessment, guide them in setting specific, measurable, achievable, relevant, and time-bound (SMART) goals for improvement in areas where they see opportunities.

Activity 3: Personal Quality Case Studies
1. Present the three cases related to premises cabling technician roles on the Case Studies Handout.
2. Divide participants into small groups to analyze and discuss the cases, focusing on how different qualities would impact their responses. 
3. Allow time for groups to answer and discuss the discussion points for their case study.
4. Encourage group discussions and sharing of perspectives. 

Activity 4: Skill Development Exercises and Conclusion
1. Conduct skill development exercises related to personal qualities using the points below: 
a. Responsibility and Self-Discipline:
i. Prioritization of tasks: Participants will practice prioritizing tasks based on deadlines, importance, and impact on project timelines. 
ii. Meeting deadlines: They will demonstrate the ability to manage time effectively and complete tasks within specified timeframes.
b. Adaptability and Flexibility: 
i. Handling unexpected challenges: Participants will navigate scenarios where unexpected challenges arise during cabling installations, requiring quick adjustments and problem-solving. 
ii. Adjusting strategies: They will learn to adapt their strategies and approaches based on changing circumstances, such as equipment failures or client requests. 
c. Independence: 
i. Troubleshooting without supervision: Participants will demonstrate their ability to troubleshoot technical issues independently, relying on their knowledge and resources without constant supervision. 
ii. Taking initiative: They will take proactive steps to address problems and make decisions without waiting for instructions, showcasing their initiative and independence. 
d. Willingness to Learn: 
i. Seeking solutions independently: Participants will engage in activities that require them to seek out solutions, research new techniques, or learn about emerging technologies on their own.
ii. Applying new knowledge: They will apply the knowledge gained from learning resources to practical scenarios, demonstrating their willingness to learn and improve their skills. 
e. Professionalism: 
i. Customer interactions: Participants will engage in role-playing exercises to simulate professional communication and behavior when interacting with clients, emphasizing clear communication, active listening, and problem-solving. 
ii. Handling challenging situations: They will practice maintaining professionalism and a positive attitude even in challenging or stressful work scenarios, showcasing resilience and adaptability. 
f. Taking Initiative: 
i. Process improvement: Participants will identify areas for process improvement within their work responsibilities and suggest innovative solutions or enhancements. 
ii. Additional responsibilities: They may take on additional tasks or responsibilities voluntarily during the exercises, demonstrating their willingness to take initiative and contribute beyond their basic roles.
g. Positive Attitude and Sense of Self-Worth: 
i. Maintaining positivity: Participants will practice maintaining a positive attitude and optimistic outlook, even when faced with obstacles or setbacks. 
ii. Recognizing self-worth: They will reflect on their contributions to projects, recognize their value within the team, and showcase a sense of self-worth and confidence in their abilities. 
h. Taking Responsibility for Professional Growth: 
i. Seeking feedback: They may seek feedback from peers or instructors during the exercises, showing their openness to constructive criticism and opportunities for improvement.
2. Summarize key takeaways from the activities. 
3. Ask participants to reflect on what they've learned about themselves and how they plan to apply these insights in their professional growth.
 Resources:
· Whiteboard and markers
· Personal Qualities Self-Assessment and Goal Setting Rubric
· Case Studies Handout Case Studies 
· Instructor Sample Answer Handout




Note: AI, specifically ChatGPT 3.5, was used to generate scenarios for this contextualized lesson plan.
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Take time to reflect on the progress made in integrating and improving personal qualities such as responsibility, self-discipline, adaptability, professionalism, and initiative within the context of premises cabling technician roles. Consider how these qualities have contributed to your effectiveness in handling technical tasks, communicating with clients and colleagues, and fostering a positive work environment. Identify areas of strength and areas for further growth, and develop an action plan for continued professional development and enhancement of personal qualities moving forward. 


Personal Qualities Self-Assessment and Goal Setting Rubric
This rubric allows you to assess yourself objectively across various personal qualities relevant to your role as premises cabling technicians. It also provides a clear framework for setting SMART goals based on the self-assessment, helping you track progress and identify areas for improvement. 
For each criteria, circle the section (4-1) that you feel best describes your qualities.
	Criteria
	Exemplary (4)
	Proficient (3)
	Developing (2)
	Needs Improvement (1)

	Responsibility
	Consistently meets deadlines, takes ownership of tasks, and follows safety protocols without reminders.
	Mostly meets deadlines, takes ownership, and follows safety protocols, with occasional reminders.
	Occasionally misses deadlines, needs reminders to take ownership, or has lapses in following safety protocols.
	Frequently misses deadlines, lacks ownership, or disregards safety protocols.

	Self-discipline
	Maintains focus on tasks, manages time effectively, and resists distractions consistently.
	Mostly maintains focus, manages time well, and resists distractions, with occasional lapses.
	Occasionally struggles to maintain focus, manage time effectively, or resist distractions.
	Frequently loses focus, struggles with time management, or easily succumbs to distractions.

	Adaptability and Flexibility
	Quickly adapts to changing situations, adjusts strategies as needed, and embraces new challenges with ease.
	Adapts well to changes, adjusts strategies, and faces challenges with confidence, with minor adjustments needed at times.
	Struggles to adapt to changes, needs significant support to adjust strategies, or feels uncomfortable with challenges.
	Resists change, has difficulty adjusting strategies, or avoids challenging situations.

	Independence
	Works well independently, troubleshoots issues without constant supervision, and takes initiative consistently.
	Works independently most of the time, troubleshoots issues independently, and takes initiative with occasional reminders.
	Needs support to work independently, struggles with troubleshooting without supervision, or lacks consistent initiative.
	Relies heavily on supervision, struggles with troubleshooting independently, or rarely takes initiative.

	Willingness to Learn
	Actively seeks out learning opportunities, stays updated on industry trends, and applies new knowledge effectively.
	Shows interest in learning, stays somewhat updated on industry trends, and applies new knowledge with guidance.
	Requires encouragement to seek learning opportunities, lacks awareness of industry trends, or struggles to apply new knowledge.
	Shows little interest in learning, lacks awareness of industry trends, or fails to apply new knowledge effectively.

	Professionalism
	Demonstrates professionalism in behavior, communication, appearance, and representation of oneself and the company consistently.
	Mostly demonstrates professionalism but may have occasional lapses in behavior, communication, appearance, or representation.
	Occasionally exhibits unprofessional behavior, communication issues, poor appearance, or inadequate representation.
	Frequently displays unprofessional behavior, struggles with communication, lacks professional appearance, or misrepresents oneself or the company.

	Taking Initiative
	Takes initiative to improve processes, suggest innovations, or take on additional responsibilities without prompting consistently.
	Often takes initiative to improve processes, suggest innovations, or take on additional responsibilities, with minor reminders.
	Requires encouragement to take initiative, hesitates to suggest innovations, or needs reminders to take on additional responsibilities.
	Rarely takes initiative, hesitates to suggest improvements, or avoids additional responsibilities.

	Positive Attitude
	Maintains a positive attitude even in challenging situations, fosters a healthy work environment, and displays confidence consistently.
	Mostly maintains a positive attitude, contributes to a healthy work environment, and displays confidence, with occasional negativity.
	Occasionally struggles with maintaining a positive attitude, contributes to a less healthy work environment, or lacks confidence.
	Frequently displays negativity, contributes to a negative work environment, or lacks confidence.

	Self-worth
	Demonstrates a strong sense of self-worth and values personal contributions to professional growth consistently.
	Shows a positive sense of self-worth and acknowledges personal contributions to professional growth, with minor doubts at times.
	Occasionally struggles with self-worth, doubts personal contributions to professional growth, or lacks confidence in abilities.
	Frequently doubts self-worth, fails to acknowledge contributions to professional growth, or lacks confidence in abilities.

	Taking Responsibility for Professional Growth
	Actively takes responsibility for professional development, seeks training opportunities, networks effectively, and sets clear goals consistently.
	Takes some responsibility for professional development, seeks training and networking opportunities, and sets goals, with occasional reminders.
	Needs encouragement to take responsibility for professional development, lacks awareness of training and networking opportunities, or struggles to set clear goals.
	Rarely takes responsibility for professional development, avoids training and networking opportunities, or fails to set clear goals.







Case Studies Handout
Case Study 1: Equipment Failure
Scenario: During a cabling installation project, a crucial piece of equipment malfunctions, causing delays in the project timeline. The client is becoming anxious about the delay and wants immediate resolution.
Discussion Points:
· How would you handle communication with the client regarding the equipment failure?
· What steps would you take to troubleshoot and resolve the issue promptly?
· How would you mitigate the impact of the delay on the overall project timeline?

Case Study 2: Conflicting Priorities
Scenario: You are working on multiple cabling projects simultaneously, each with its own set of deadlines and requirements. However, you encounter a situation where the priorities of two projects conflict, and it's challenging to meet both deadlines without compromising quality.
Discussion Points:
· How would you prioritize tasks and allocate resources in this situation?
· What communication strategies would you use to manage client expectations and project timelines effectively?
· How would you ensure that the quality of work is maintained despite the time constraints?

Case Study 3: Client Communication Challenge
Scenario: You receive a complaint from a client about the quality of work delivered in a previous cabling project. The client expresses dissatisfaction with certain aspects of the installation and demands immediate rectification.
Discussion Points:
· How would you address the client's complaint and ensure a satisfactory resolution?
· What steps would you take to investigate the issues raised by the client?
· How would you prevent similar issues from occurring in future projects?
· To prevent similar issues, implement robust quality control measures, conduct regular inspections during projects, seek client feedback throughout the process, and incorporate lessons learned into future project planning and execution.




Case Studies Instructor Sample Answers
Case Study 1 Sample Answers:
· Communication with the client should be transparent and proactive. Inform them immediately about the equipment failure, explain the steps being taken to resolve it, and provide regular updates on the progress.
· Troubleshooting should involve identifying the root cause of the equipment malfunction, consulting technical resources or colleagues if needed, and implementing a solution swiftly to minimize downtime.
· Mitigating the impact of the delay may involve reallocating resources, adjusting project timelines where possible, and ensuring clear communication with all stakeholders about revised timelines and expectations.
Case Study 2 Sample Answers:
· Prioritization should be based on factors such as project deadlines, client urgency, and resource availability. Allocate resources strategically to address critical tasks first while managing less urgent tasks in a structured manner.
· Communication with clients should be honest and transparent. Inform them about the conflicting priorities, discuss potential solutions or compromises, and set realistic expectations regarding project timelines.
· Maintaining quality requires careful time management, adherence to best practices, and regular quality checks throughout the project. Consider delegating tasks appropriately and seeking assistance if needed to uphold quality standards.

Case Study 3 Sample Answers:
· Addressing the client's complaint involves active listening, acknowledging their concerns, and expressing a commitment to resolving the issues promptly and satisfactorily.
· Investigate the specific areas of dissatisfaction raised by the client. Conduct a thorough assessment of the installation, consult with the project team if necessary, and identify corrective actions to be taken.
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