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Skill Overview
Directions: Read about the skill and then complete activities to practice the skill.
[image: ]What does it mean to complete work independently and take initiative?
This means finishing your work on your own without needing reminders or constant help. Taking initiative means noticing what needs to be done and doing it without being asked. 
It also means setting goals, being organized, and looking for ways to learn and improve your skills.
[image: ]Why are these skills important?
Employers want workers who can complete tasks independently and solve problems without needing constant direction. Taking initiative shows that you are responsible, motivated, and willing to learn.

These skills can help you become more confident, improve your work, and prepare for new opportunities at work, home, school, or in your community.

For example, you might take initiative by helping a coworker, studying for a test without being reminded, or learning how to use a new tool or technology. 
[image: ]How can you improve these skills?
You can improve these skills when you:
· Set goals and make plans to finish your work.
· Organize your tasks and manage your time.
· Complete tasks without needing reminders.
· Look for ways to improve your skills.
· Ask questions when you need help.
· Take responsibility for your learning and growth.	


Skill Practice
Directions: Try one or more activities to practice your skills. 
Activity 1: Taking Initiative
Read the scenario and answer the questions.

[image: Employee at counter of a coffee shop]
Scenario:
Ahmed arrives at Morning Brew Coffee Shop at 7:30 a.m. for his shift. He does not see his manager. His manager was supposed to bake pastries for an 8:00 a.m. meeting with the mayor, but nothing is ready.
Ahmed learns his manager had an emergency and will not be coming in. There is not enough time to bake anything.
To solve the problem, he goes to a nearby shop and buys bagels and donuts with his own money so there is food for the meeting. 
The next day, Ahmed sees his manager. The manager is pleased that Ahmed noticed the problem and found a solution without being asked. The manager thanks him and pays him back.
Questions:
1. What problem did Ahmed notice?

2. What did Ahmed do to solve the problem?

3. How did Ahmed’s action help others?

4. Why was Ahmed’s manager pleased with him?


Activity 2: Scenarios
Choose 2-3 scenarios in the table below. Write or discuss what work you could do independently and how you could take initiative.


	Scenario
	What could you do?

	1. You are using a new computer program, and you don’t know how it works.
	

	2. You have a test next week, and you also have many other tasks to complete.
	

	3. A customer is waiting, but your manager is busy and does not see them.
	

	4. Your supervisor showed you how to use a new tool, but you forgot the steps.
	

	5. You are working on an assignment due today, but you feel stuck, and no one is available to help.
	

	6. You have a long list of errands, and you need to decide what to do first.
	

	7. You see that supplies at work are running low, and no one has restocked them.
	

	8. You work at a gym and see that a machine is broken. No one has reported it.
	



Reflection Question: 
· Which skills did you use to work independently or take initiative? Choose 1-2 and give an example. 
(For example: planning, managing time, solving problems, asking questions)


Skill Application
Directions: Think about something you need to do this week at work, home, school, or in your community. Then answer the questions.

1. What is one goal you want to complete?




2. What are 2-3 steps you can take to finish this goal?



3. How will you stay organized and manage your time?


4. What is one way you can take initiative?
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