Skill Overview
Directions: Read about the skill and then complete activities to practice the skill.
[image: ]What does it mean to select and use appropriate tools and materials for tasks?
This means choosing the right tools, equipment, or materials to complete a job correctly and safely. It means knowing what is needed, how to use it, and when to use it.
It includes choosing the best way to communicate with people inside and outside your organization and asking others whether information or a resource can be trusted.
[image: ]Why are these skills important?
When people use the right tools and materials, it can help them work safely, avoid mistakes, and finish tasks correctly. Employers want workers who can follow directions, use equipment properly, and get the job done well.
These skills are important at work, home, school, and in your community. Choosing the right tools and ways to communicate can help people solve problems and work more independently.
For example, you may need to choose the correct cleaning supplies for a task or decide whether to send an email or make a phone call. 
[image: ]How can you improve these skills?
You can improve these skills when you:
· Use tools and equipment safely and correctly.
· Choose the best way to communicate for a task.
· Ask others if resources or information can be trusted.
· Compare different tools, materials, or resources before making decisions.
· Follow directions when using tools or equipment.	


Skill Practice
Directions: Try one or more activities to practice your skills. 
Activity 1: Choosing the Best Communication Method	
Read each scenario below and then choose 3-4 scenarios and decide the best way to communicate. Write or discuss your choice using the Help Box below that contains Key Factors to Consider to help you form your answer.

Communication Methods:
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· Email
· Phone call
· Text message
· Face-to-face conversation
· Video meeting
· Instant message/chat
· Letter or card


Scenarios:Help Box 
Key Factors to Consider:
· How urgent is the message?
· Could the message be misunderstood?
· Is a written record needed?
· Who will receive the message?
· Is the scenario formal or informal?

1. 
2. You need to quickly tell your coworker that the meeting location has changed.
3. You need to discuss a private problem with your supervisor.
4. You are sending information to parents about a school event next month.
5. You need to explain a difficult project to a team in another city.
6. You need to tell an employee their job has been eliminated.
7. You are sharing new safety information with your team that includes diagrams and photos.
8. You received a warning at work and want to explain what happened.
9. You want to thank your boss for a holiday gift.
10. A customer asked for written instructions for using a product.




Activity 2: Trustworthy Resources	
Read 2-3 scenarios below. As you read, think about what makes a resource trustworthy or untrustworthy and then answer the questions.

Scenario 1:
Yeong-Su is writing a paper and finds information on a website with no author, no date, and many spelling mistakes.
Scenario 2:
Jasmine receives an email saying she won a free vacation, but the message asks her to enter her bank account information.
Scenario 3:
Luis needs to choose a car repair shop. He reads Google reviews and asks friends for suggestions.
Scenario 4:
Lily and her family hire a concrete contractor without checking reviews or asking others for feedback. The workers do not complete the work correctly, and the concrete cracks within a month.
Questions:
1. Which scenarios involve resources that can be trusted?
2. Which scenarios show signs that a resource may not be safe or trustworthy?
3. Why is it important to ask others for feedback before using a company, website, or service?
4. What problems can happen when people use resources that cannot be trusted?


Activity 3: Choosing the Right Tool or Material	
Read the scenario below and then answer the questions.

Scenario:
Maya works at a medical office. She needs to choose a new cleaning product for the exam rooms.
Cleaning Product Options:
· Product A: Low cost but takes longer to kill germs.
· Product B: Kills germs quickly but costs more.
· Product C: Low cost and smells pleasant but may damage medical equipment.
Questions:
1. What should Maya think about before choosing a cleaning product?
2. Which product should Maya choose? Why?
3. Why is it important to choose the correct materials at work?

Skill Application
Directions: Choose a business or service you may use at work, home, school, or in your community. Use the Better Business Bureau (BBB) website or another review website to look up the business or service and then answer the questions.

Examples:
· Home improvement company
· Car repair shop
· Staffing agency
· Doctor’s office
· Moving company

Questions:
1. What business or service did you look up?


2. What did you learn from the reviews or ratings?


3. Did the business or service seem trustworthy? Why or why not?


4. What information helped you decide whether the business or service could be trusted?
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