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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 understand process and product?
This means knowing both how to do a task (the process) and what the result should look like (the product or service). It means following steps in the correct order and making sure the final product or service is of high quality and meets expectations. This also means understanding your responsibilities and how your work contributes to the quality of a product or service.
[image: ]Why are these skills important?
Employers want workers who can complete tasks efficiently and correctly. Understanding both the process and the product helps you do quality work, avoid mistakes, and improve over time. It helps you understand how your responsibilities affect the quality of a product or service. It also shows that you pay attention to details and can meet expectations.
These skills are important at work, home, school, and in your community. For example, you might need to follow clear steps when cooking, packing items, helping customers, or working on a school project.
[image: ]How can you improve these skills?
You can improve these skills when you:
· Follow the steps of a task in the correct order.
· Follow directions and pay attention to details.
· Ask questions when you are not sure what to do.
· Understand your responsibilities and how your work affects the quality of a product or service.
· Check your work and make corrections when needed.






	


Skill Practice
Directions: Try one or more activities to practice your skills. 
Activity 1: Understanding Worker Responsibilities and Quality
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Read each scenario below and then answer the questions.
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Scenario 1: School CustodianHelp Box 
Responsibilities: The tasks a worker is expected to complete.

Quality: Work that meets expectations.

A custodian follows a cleaning checklist each day. They safely use cleaning supplies, empty trash cans, and check classrooms before students arrive. This helps keep the school rooms clean and ready for learning.
1. What process or steps does the worker follow?
2. What responsibilities does the worker have?
3. How does the worker contribute to the quality of the final product or service?
Scenario 2: Outdoor House Painter
An outdoor painter uses a step-by-step plan. They clean and prepare the outside walls, make small repairs, cover windows and edges with tape, and paint carefully, and then they check for missed spots, pick up empty paint cans, remove the tape, and make sure the work area is clean.
1. What process or steps does the worker follow?
2. What responsibilities does the worker have?
3. How does the worker contribute to the quality of the final product or service?
Scenario 3: Bakery Worker
A bakery worker follows a recipe to make loaves of bread. They measure ingredients, mix the dough, bake the bread, and check the finished loaves for size, color, and quality before packaging them for customers.
1. What process or steps does the worker follow?
2. What responsibilities does the worker have?
3. How does the worker contribute to the quality of the final product or service?
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Scenario 4: Automotive Tire Technician
Write 2-3 sentences about the process and responsibilities of an automotive tire technician. Include how the worker contributes to the quality of the final product or service.

Activity 2: Worker Responsibilities in Providing Quality Service
A hospital team follows a careful process to prepare the right meal for each patient. Put a number, 
1 through 9, next to each sentence to show the correct order of the steps and then answer the questions.

___ The kitchen receives the patient’s meal order and special food needs.
___ A supervisor checks the tray to make sure the meal was prepared correctly.
___ Kitchen staff gather the ingredients and supplies needed to prepare the meal.
___ A doctor or dietitian enters the patient’s special food needs into the computer system.
___ A medical assistant checks the patient's wristband before giving them the meal.
___ The cook prepares the meal according to the recipe and the patient's special food needs.
___ Hospital staff deliver the meal to the correct patient.
___ Kitchen staff add a label to the tray with the patient’s name and special food needs.
___ A dietary worker reviews the order for allergies and other special food needs.

Questions:
1. Why is it important to follow the meal preparation steps in the correct order?

2. Choose one worker from the process. What could happen if that worker does not complete their responsibilities?

3. How does this process help produce and deliver the correct meal?





Skill Application
Directions: Use the space below to reflect on how you might use this skill at work, home, school, or in your community.
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