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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 work within organizational structure and culture?
This means understanding how your work connects to other parts of an organization. It also means adjusting when changes happen in the workplace.
It includes following the rules, values, and expectations of the workplace. It also means knowing how things are done and working well with a team.
[image: ]Why are these skills important?
Employers want workers who can adapt to how their company works. When you understand company policies and work culture, you can avoid problems and build good relationships. These skills also show you are a responsible and professional team member.

These skills are important at work, home, school, and in your community. For example, you may need to adjust to a new schedule, take on different tasks, or work with another department to finish a project.
[image: ]How can you improve these skills?
You can improve these skills when you:
· Respect rules and policies.
· Adjust to changes as they happen.
· Ask questions when you are unsure.
· Treat coworkers and customers with respect.
· Understand how your work connects to others.



	


Skill Practice
Directions: Try one or more activities to practice your skills. 
Activity 1: Understanding Organizational Roles and Change
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Read each scenario below and then answer the questions.
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Scenario 1:
A company begins using a new computer system to manage customer records. Employees must learn the new system and follow new procedures for entering customer information into the computer.
1. What should an employee do if they are unsure how to use the new system?
2. How can learning the new system help the organization?
Scenario 2:
A company changes its work schedules to better serve customers during busy hours. Employees are asked to adjust their schedules and learn new responsibilities.
1. How can adapting to the new schedule help the organization?
2. How can adjusting to new responsibilities help the organization serve customers better?
Scenario 3:
A hospital team is preparing to discharge a patient. There is a lot of paperwork to complete. Nurses, office staff, and pharmacists must work together to complete everything correctly.
1. Why is it important for different departments to work together?
2. How does each person’s work help the organization succeed?
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Activity 2: Adapting to Organizational Change
Read the scenario and organizational chart below and then complete the table and answer the questions.

Scenario:
A grocery store begins offering online ordering and curbside pickup. Employees in different departments must learn new procedures and tasks. This change affects several departments, so employees must understand how their work connects to others in the organization.












	Department
	How Might This Department Adapt to the Change?

	Grocery Store Manager
	

	Cashiers
	

	Stock Team
	

	Customer Service
	

	Curbside Pickup Team
	



Reflection Questions:
1. Why is it important for employees and departments to adapt when workplace changes occur?
2. How can different departments help an organization succeed during times of change?





Skill Application
Directions: Think about a time when you had to adapt to a change at work, home, school, or in your community and then answer the questions.

Questions:
1. Describe the situation. Where were you? What changed?

2. How did you respond to the change?

3. What did you do to learn, adjust, or complete your responsibilities?

4. If a similar change happened again, what would you do the same or differently?




Grocery Store Manager


Cashiers


Customer Service


Stock Team


Curbside Pickup Team
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