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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 demonstrate professionalism?
This means acting in a respectful, responsible, and polite way at work or school. It includes being on time, working well with others, speaking kindly, and following rules and expectations.
It also means taking care of your appearance and showing yourself in a positive way.
[image: ]Why are these skills important?
Employers want workers who take their jobs seriously and treat others with respect. Being professional helps you make a good impression, earn trust, and prepare for more responsibility.

These skills are also important at school and in your community. Professional behavior can help you build strong relationships and succeed in different situations.

For example, you may demonstrate professionalism by arriving on time, following a dress code, or using social media responsibly. 
[image: ]How can you improve these skills?
You can improve these skills when you:
· Arrive on time and follow expectations.
· Speak respectfully to others.
· Work well with classmates, coworkers, and customers.
· Wear clothes that are right for the place or situation.
· Take care of your hygiene and appearance.
· Use social media responsibly.


Skill Practice
Directions: Try one or more activities to practice your skills. 
Activity 1: Responding Professionally
Choose one or more scenarios below. Describe what the person should do to demonstrate professionalism. 

Scenario 1: Late to Work
You arrive late to work because you were checking your personal emails at home. Your supervisor offers to adjust your timecard to show that you arrived on time.
· What should you do or say in this situation?
· How does your response show professionalism?
Scenario 2: Staying Professional 
A coworker or classmate speaks to you in a rude tone during a stressful moment.
· What should you do or say in this situation?
· How does your response show respect and responsibility?
Scenario 3: Difficult Situation
You are often paired with the same classmate or coworker for group work. They sometimes have a strong body odor and wear the same clothes each day. This makes it difficult for you to focus during your work together.
· What should you do or say in this situation?
· Who, if anyone, should you talk to? Why?
Scenario 4: Waiting for a Response
You asked your supervisor an important question two days ago, but they have not responded. You need the answer to complete your work. You are worried you won’t finish your task on time. You consider sending another email and copying their supervisor to get a faster response.
· What should you do or say in this situation?
· How does your response show professionalism?

Reflection Question:
Which situation was most challenging for you? Why?

Activity 2: Using Professional Judgment
Choose one or more scenarios below. Explain what the person is doing well and what they could improve to demonstrate professionalism.


Scenario 1: Professional Communication
Hana is usually on time and completes her work; however, she often interrupts coworkers during conversations and speaks in a frustrated tone when things don’t go as planned.
· What is Hana doing well?
· What could Hana do to be more professional?
Scenario 2: Professional Appearance
Alex volunteers at a local event and helps complete tasks; however, Alex often wears clothing that is not appropriate for the setting and does not pay much attention to personal appearance.
· What is Alex doing well?
· What could Alex do to be more professional?
Scenario 3: Using Social Media Responsibly
Kenji is respectful in person and communicates clearly with others; however, Kenji sometimes posts negative comments about coworkers, classmates, or community members on social media.
· What is Kenji doing well?
· What could Kenji do to be more professional?




Skill Application
Directions: Read each statement below. Think about your own behavior at work, home, school, or in your community. Underline or highlight the statements that are true for you.

Statements:
· I arrive on time and follow expectations.
· I speak respectfully to others, even when I am stressed.
· I act in a way that helps others trust and rely on me.
· I listen to others and do not interrupt.
· I wear clothes that are right for work or school.
· I take care of my hygiene and appearance.
· I follow rules and expectations, even when they are not convenient.
· I use social media in a positive and respectful way.


Questions:

1. Choose 2-3 statements that describe you well. Explain your choices.



2. Choose one statement you would like to improve. Why did you choose it?


3. What is one specific action you can take to improve?


4. What is one way you can take initiative?



Last revised: 04/17/26
Sources: (2025). Indeed Editorial Team. How To improve your observation skills in 9 steps. Indeed. 
https://www.indeed.com/career-advice/career-development/improve-observation-skills; Adapted from 
Transferable Skills Help Sheet, PA Adult Education Resources, 2025.	1
Last revised: 05/19/26
Sources: Carman, P., Hamilton, K., Webster, S., & Williams, M. (2004). Exploring work-based foundation skills in the ABLE classroom. Institute for the Study of Adult Literacy, Penn State University; Adapted from Transferable Skills Help Sheet, PA Adult Education Resources, 2025.	1
image3.png




image4.svg
   


image5.png
I,




image6.svg
   


image1.png




image2.svg
            


image7.png
PAAER

PA Adult Education Resources




