Skill Overview
Directions: Read about the skill and then complete activities to practice the skill.
[image: ]What does it mean to navigate systems?
A system is a way of working, organizing, or doing something that follows a fixed plan or set of rules. It can refer to an organization or institution structured this way. Common examples of such systems are hospitals, banks, schools, government agencies, workplaces, and community organizations.
Navigating systems means learning how they work and how to use them. It means understanding rules, tools, or technology and knowing where to go, who to ask, or what steps to take to get things done or solve problems. It also means understanding your work responsibilities and how not performing them well can affect others.
[image: ]Why are these skills important?
Employers want workers who can follow rules, use tools, and find information easily. Knowing how to do things the right way helps people work better, avoid confusion, and finish tasks on time. It also makes learning new things easier.
These skills are important at work, home, school, and in your community. You navigate systems when you attend school, visit a doctor, apply for a job, or register for a training course.

For example, you may need to:
· Contact a school or training program to ask questions.
· Organize personal computer files.
· Open a bank account.
· Register your child for school.
· Schedule an appointment.
[image: ]How can you improve these skills?
You can improve these skills when you:
· Understand your responsibilities and ask questions if you are unsure what to do.
· Follow directions and workplace procedures.
· Use the right resources and tools to improve your skills and grow in your career.
· Pay attention to how different systems and organizations work.



Skill Practice
Directions: Try one or more activities to practice your skills. 
Activity 1: Understanding How Your Responsibilities Affect Others
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Read each scenario below and then complete the table and answer the questions. Two responses in the Scenario 1 table have been completed as examples.
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Cause = the worker’s action		Effect = what might happen because of the worker’s action

Scenario 1: Maya is responsible for ordering and stocking greeting cards at a drug store. The store is running low on cards before two upcoming holidays. Maya is not truthful when her supervisor asks how things are going.
	Cause
	Effect

	Maya does not tell her supervisor that the store is running low on greeting cards.
	Her supervisor does not know there is a problem.


	Her supervisor does not know there is a problem.
	Customers cannot find the cards they need.

	Customers cannot find the cards they need.
	

	
	The store may lose sales.



Scenario 2: Alejandro is responsible for scheduling appointments for an electrical company. He enters several customer appointments into the computer but forgets to click “Save.” He leaves for vacation before noticing his mistake.
	Cause
	Effect

	Alejandro forgets to save the customer appointments.
	

	
	Technicians do not know where they should go.

	Technicians do not know where they should go.
	

	
	Customers may be unhappy with the company.



Scenario 3: Abbie teaches an online math class for a community college. She often ends class early because she has to pick up her daughter from school.
	Cause
	Effect

	Abbie ends class early.
	

	
	Students receive less instruction.

	Students receive less instruction.
	

	
	Students may not perform well in the course.


Reflection Questions:
1. How can one person’s job performance affect other people at work?
2. Why is it important to understand how your responsibilities affect an organization?

Activity 2: Using Resources to Reach a Career Goal
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Read the scenario and then answer the questions and complete the table.
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Scenario: 
Esther has stayed home with her two children for several years. When her youngest child goes to kindergarten next year, Esther plans to get a job as an administrative assistant. Before moving to the United States, she worked in an office for five years. Esther has good organizational and problem-solving skills and enjoys helping customers.

Esther has three goals to prepare her for working again: 1. Improve her English skills, 2. Develop her computer skills, and 3. Build her job preparation skills.

Esther knows her local PA CareerLink® office offers employment services. She calls and makes an appointment. Esther meets with a PA CareerLink® worker who tells her about three free resources that can help her reach her goals:

1. Esther learns she can take an English as a second language (ESL) class. She calls her program and registers for a class.
2. Esther also learns about a program called SkillUp™ PA. She registers for a customer service course to learn more about office culture in the United States. She also registers for a Microsoft Office course to improve her computer skills.
3. Finally, Esther learns about Big Interview, a program that can teach her resume writing and job interview skills. She plans to register for Big Interview when she is closer to looking for a job.

Questions:
1. What is Esther’s career goal?

2. What are Esther’s three goals before returning to work?

3. Name 2-3 ways the PA CareerLink® worker helped Esther.

Complete the Table:
	Esther’s Goal
	Name of Resource that Helps
	How the Resource Helps

	Improve English skills
	
	

	Develop computer skills
	
	

	Build job preparation skills
	
	




Skill Application
Directions: Think about a role you have at work, home, school, or in your community. Write the name of your role and then complete the table below and answer the question.

Possible Roles:
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· 
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· Worker/Employee
· Volunteer
· Parent
· Grandparent
· Son/Daughter
· Sibling
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Example:
Role: Drugstore employee
	Responsibilities
	Who could be affected?
	What might happen?

	Return from lunch break on time.
	Coworkers and customers
	Coworkers can’t take lunch breaks on time, and customers may wait longer for service.



My Role: Drugstore employee
	My Responsibilities
	Who could be affected?
	What might happen?
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Reflection Question:
· How does completing your responsibilities help other people and organizations?
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