21st Century Skills – Employability Skills
Communication and Collaboration
Needs evaluated by K-5 Teacher

	K-2
	3-5
	6-8
	9-12

	Communicate and work appropriately with others to complete tasks.

	Communicate and work productively with others emphasizing collaboration and cultural awareness to produce quality work.
	Communicate and work productively with others, considering different perspectives, and cultural views to increase the quality of work.
	Communicate and work productively with others, incorporating different perspectives and cross cultural understanding, to increase innovation and the quality of work.

	Work appropriately and productively with others.
· Follow preset goals.
· Demonstrate good listening skills.
· Share thoughts and ideas with others.
· Work positively and effectively with others.
· Exhibit appropriate behavior in various situations.
· Identify behaviors that cause conflict.
· Exhibit positive self-concept.
· Cooperate with others.
· Acknowledge own and other’s good efforts.
	Work appropriately and productively with others.
· Set appropriate goals.
· Articulate thoughts and ideas clearly in writing and speaking.
· Acknowledge other’s ideas.
· Exhibit appropriate behavior when faced with conflict.
· Identify strengths and weaknesses.
· Interact positively as a team member.
· Cooperate with others in a group setting.
· Acknowledge quality efforts of self and others.
	Work appropriately and productively with others.
· Set and evaluate goals.
· Effectively communicate with group.
· Demonstrate respectful behavior to group member ideas and opinions.
· Seek appropriate support to help resolve conflict.
· Understand roles in group interaction.
· Identify their own strengths and determines how their strengths will work toward the group goal.
· Contribute to a team by expressing ideas.
· Respect other’s ideas in a group dynamic.
· Collaborate with others toward a common goal.
· Acknowledge own and other’s good efforts.
	Work appropriately and productively with others
· Achieve goals.
· Effectively communicate with group and stakeholders
· Respectfully tolerate other group members ideas and opinions.
· Manage and resolve conflict when appropriate.
· Lead or support when appropriate
· Determine people's strengths and assign roles accordingly
· Contribute to a team by sharing information and expertise
· Agree to disagree in a respectful manner in a group dynamic
· Collaborate effectively with other teams/team members toward a common goal
· Recognize own and other's good efforts

	Use different perspectives to increase innovation and the quality of work.
· Generate ideas with assistance.
· Are aware of others’ feelings and opinions.
· Appropriately accept constructive feedback.
	Use different perspectives to increase innovation and the quality of work.
· Generate ideas with group members.
· Recognize the opinions and feelings of others.
· Appropriately accept constructive feedback.
	Use different perspectives to increase innovation and the quality of work.
· Gather input from all group members.
· Understand the opinions and feelings of others.
· Accept and provide feedback in a constructive and considerate manner.
	Use different perspectives to increase innovation and the quality of work
· Gather input from all group members
· Capitalize on the diversity of group members
· Accept and provide feedback in a constructive and considerate manner


	Use all the appropriate principles of communication effectively.
· Listen to others.
· Ask appropriate questions.
· Read, understand and create information in a variety of forms.
· Follow directions.
· Use technology to communicate.
· Use various channels of communication.
· Express ideas.
	Use appropriate principles of communication effectively.
· Are active listeners.
· Use information to make decisions.
· Ask appropriate questions.
· Read, understand and create information in a variety of forms.
· Follow directions.
· Use technology to communicate.
· Use various channels of communication.
· Express ideas.
	Use appropriate principles of communication effectively.
· Listen to understand and appreciate the points of view of others.
· Listen to understand the ideas of others
· Process information in order to make an informed decision.
· Ask appropriate questions in seeking clarification.
· Read, understand and create information in a variety of forms.
· Follow directions.
· Contribute by expressing ideas.
· Use appropriate technology to communicate.
· Use appropriate channels of communication.
	Use all the appropriate principles of communication effectively
· Listen to understand and appreciate the points of view of others
· Listen for comprehension
· Listen for decision making
· Process information in order to make an informed decision
· Ask appropriate questions in seeking clarification
· Read, understand and create information presented in a variety of forms (e.g. words, charts, graphs, diagrams)
· Follow directions
· Express thoughts and ideas clearly and succinctly
· Use appropriate technology to communicate
· Use appropriate channels of communication (written, verbal, technical, visual)

	
	
	
	


