Skill Overview
Directions: Read about the skill and then complete activities to practice the skill.
[image: ]What does it mean to solve problems?
Solving problems means thinking through a problem, understanding what is happening, and deciding what to do next. It includes looking at different options, breaking challenges into smaller parts, and choosing the best way to handle the problem. 
[image: ]Why are these skills important?
Employers want workers who can notice problems and solve them calmly. Problem-solving skills help you make good decisions at work, home, school, or in your community. 
For example, you might use problem-solving skills to figure out what to do if:
· Your supervisor gives you confusing directions.
· Your car won’t start.
· Your child misses the bus.
· You forget an important appointment.
When you solve problems, you can:
· Understand and explain what the situation is.
· Think about what caused the situation.
· Decide how it could affect people or other situations.
· Brainstorm possible solutions.
· Use information, tools, and resources to choose the best solution.
[image: ]How can you improve these skills?
You can improve these skills when you:
· Stop and think carefully about a problem.
· Ask questions to understand what happened.
· Break a large problem into smaller steps.
· Use what you already know to help solve the problem.
· Ask for help or use available resources when needed.
· Try a solution and see if it works.
	


Skill Practice
Directions: Read one or more scenarios to practice your skills. 
Scenario 1: Ivan
[image: Man using a printer]
Ivan works at a community center. He is preparing for an important event which begins in one hour. He still needs to print schedules, signs, and name tags. He must also put out the drinks and snacks and set up the computer and speakers. Suddenly, the only printer stops working. Guests are already beginning to arrive.
Answer the following questions and be prepared to explain your answer.
1. What is the main problem Ivan must solve?
2. Underline or highlight the tasks Ivan still needs to complete. Which tasks require the printer and which tasks do not? Complete the chart below.
	Tasks That Require a Printer
	Tasks That Do Not Require a Printer

	
	

	
	

	
	



3. What tasks should Ivan focus on first? Why?
4. What information might Ivan need to help solve the problem?
5. Who could help Ivan solve the problem?
6. What are 2–3 possible solutions that could help Ivan complete his tasks?

Scenario 2: Tasha
[image: Healthcare worker at front desk with patients]
Tasha works at a healthcare office. Several patients arrived at the same time, one coworker called off, and the phone keeps ringing. Her supervisor had an appointment and will be late to work. Tasha feels overwhelmed and needs a solution.
Answer the following questions and be prepared to explain your answer.
1. What problems does Tasha need to solve? Underline or highlight the information that helps you identify them.
2. Number Tasha’s possible tasks from most important (1) to least important (6):
	Ask patients to wait patiently.
	Communicate the situation to the supervisor.
	Take a deep breath and stay calm.
	Answer the phone.
	Work with another coworker to make a plan.
	Organize and prioritize important tasks.
3. Choose one task from Question 2 that may take more than one step to complete. Break the task into smaller steps.
Task:
Step 1:
Step 2:
Step 3:
Step 4:
4. What are 2-3 ways Tasha and the office could prepare for this situation in the future?


Skill Application
Directions: Practice solving a problem using the brainstorming technique.

Think about a real problem or challenge in your own life. It could be related to:
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· Work
· School
· Home
· Transportation
· Time management
· Childcare
· Money
· Health
· Scheduling
· Technology
· Other: 	

1. What is the problem or challenge?
2. Brainstorm three possible solutions. Complete the chart below.
	Possible Solution
	Potential Challenges
	Could this solution work well? Why or why not?

	
	
	

	
	
	

	
	
	



3. Which solution do you think is best?
4. Who or what could help you solve this problem?
5. What 1-2 steps could you take first?
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