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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 seek information and assistance appropriately from others?
This means knowing when and how to ask for help, advice, or information. It means asking the right people in a respectful way and using their help to improve your work. It also means sharing important information and working with others to solve problems.
[image: ]Why are these skills important?
Employers value workers who are willing to learn and ask for help when needed. These skills can help you avoid mistakes, learn new things, and complete tasks better. They also show that you are responsible and will work with others to succeed.

These skills are important at work, home, school, and in your community. Asking questions and getting support can help you solve problems, make better decisions, and continue learning.

For example, you might ask a coworker to explain a task, tell a supervisor about a problem, or ask a teacher for help understanding directions.
[image: ]How can you improve these skills?
You can improve these skills when you:
· Ask questions when you are unsure about a task or direction.
· Share important information with the right people.
· Tell supervisors, teachers, or team members about problems when needed.
· Notice what teammates are good at and ask them for support when appropriate.
· Listen carefully to advice and feedback.
· Work with others to solve problems and complete tasks.





	


Skill Practice
Directions: Try one or more activities to practice your skills. 
Activity 1: Communicating Information Appropriately
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Read each scenario below and decide whom you should contact about the problem. Then write 1-2 sentences you could use to tell someone about the problem.
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Scenario 1: The printer in the office is not working, and your coworker cannot print important reports for a meeting.
	Whom should you contact about this problem?
	Your Message

	
	



Scenario 2: You notice a spill on the floor near the entrance of the community center. Someone could slip and get hurt.
	Whom should you contact about this problem?
	Your Message

	
	



Scenario 3: You are not sure how to complete part of a school assignment and it is due tomorrow.
	Whom should you contact about this problem?
	Your Message

	
	



Scenario 4: You receive an email from your insurance company telling you your bill is overdue. You know that you paid it.
	Whom should you contact about this problem?
	Your Message
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Activity 2: Recognizing Team Strengths
Think about 2-3 people you have worked with at work, home, school, or in your community. For each person, complete the chart below.

Use these examples of strengths or think of your own:
· 
· Organized
· Reliable
· Good communicator
· Good listener
· Patient
· Good at solving problems
· Good with technology
· Creative
· Pays attention to details
· Works well with others



	Person
	What is the person good at?
	How do you know? (What did you see them do?)
	How does this strength help the team?

	
	
	
	

	
	
	
	

	
	
	
	



Reflection Question:
· What are 2-3 reasons it is important to notice what others are good at?





Skill Application
Directions: Think about a time at work, home, school, or in your community when you needed help or information and then answer the questions.

Questions:
1. Describe the situation. When did you need help, information, or advice?

2. Whom did you ask and why?

3. How did you ask and why?

4. How did the person help you?

5. What is one thing you did well or would do differently next time?
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