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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 improve systems?
This means finding ways to make things work better. It includes solving problems, suggesting helpful changes, and looking for ways to save time or reduce mistakes. It also means learning from mistakes and thinking about what could be done differently next time. People who improve systems are always looking for ways to make work and processes run more smoothly.
[image: ]Why are these skills important?
Employers value workers who help improve systems and processes. When systems work well, people can save time and make fewer mistakes.
These skills are important at work, home, school, and in your community. They show that you can solve problems, learn from experience, and help make things better for everyone.

For example, you might think of a better order of steps for a process or find a faster way for a team to complete a task. You might also use technology to save time or reduce mistakes.

Below are some questions you can ask when thinking about improvements:
· What is not working well?
· How could this work better?
· How could this save time?
· Who would this help?
· What are some possible solutions?
· What can be learned from a past mistake?
[image: ]How can you improve these skills?
You can improve these skills when you:
· Pay attention to details and notice problems.
· Listen to ideas and helpful suggestions from others.
· Collect and organize possible solutions and choose the best one.
· Try new ways to complete tasks.
· Learn from mistakes and think about what could work better next time.
· Share helpful suggestions that improve a process or system.

	
Skill Practice
Directions: Try one or more activities to practice your skills. 
Activity 1 (Part 1): Following an Improvement Process
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Read the scenario and complete the activity.
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A company manages a large parking lot for a sports stadium. Staff members noticed that cars were waiting a long time to enter the parking lot before sporting events. Some drivers were confused about where to go. The cars formed long lines on nearby streets.
The team decided to improve the process. They wrote down how long cars had to wait. They also observed traffic patterns during several games. Next, staff discussed possible solutions. One employee said there was a similar problem at a previous job. They suggested adding temporary signs because the idea had worked well at the previous job. Everyone agreed to try the new process for one month.
During the month, staff wrote down the new wait times. The wait times were shorter, and traffic moved faster. Staff decided to continue using the new process. They also put a suggestion box in the break room so employees could continue sharing ideas for future improvements.
Put the steps in order. Write the numbers 1–7 on the lines provided.
___ The team tries temporary signs to improve traffic.
___ Staff write down wait times and observe traffic patterns.
___ The team continues using the new process because it worked well.
___ Staff notice that cars are waiting too long to enter the parking lot.
___ Staff put a suggestion box in the break room.
___ Staff discuss possible solutions and improvements.
___ The team reviews the results after one month.

Activity 1 (Part 2): Following an Improvement Process
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Answer the questions. Underline or highlight the information that helps you decide.
Last revised: 04/17/26
Sources: (2025). Indeed Editorial Team. How To improve your observation skills in 9 steps. Indeed. 
https://www.indeed.com/career-advice/career-development/improve-observation-skills; Adapted from 
Transferable Skills Help Sheet, PA Adult Education Resources, 2025.	1
Last revised: 07/14/26
Sources: Carman, P., Hamilton, K., Webster, S., & Williams, M. (2004). Exploring work-based foundation skills in the ABLE classroom. Institute for the Study of Adult Literacy, Penn State University; Adapted from Transferable Skills Help Sheet, 
PA Adult Education Resources, 2025.	1

1. What problem did the team identify?
2. How did the team learn more about the problem?
3. What improvement did the team decide to try?
4. What information showed that the improvement was successful?
5. What did staff do to encourage employees to share ideas for future improvements?
Activity 2: Finding Ways to Improve
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Read 2-3 scenarios below. For each scenario you read, underline or highlight one solution and answer the questions.
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Scenario 1: A building cleaner spends extra time walking back and forth to get supplies during each shift.
Possible Solutions:
A. Create a supply cart with the items needed for each shift.
B. Move frequently used supplies to a locked storage cabinet on each floor.
C. Buy the same cleaning items for each floor.
Questions:
1. Which solution would you try first? Explain why.
2. What information could you collect to see if the solution worked?
3. If the solution does not work, what else could be done?
Scenario 2: A grandparent watches their grandchildren until the parents return from work. The grandparent often feels rushed while making dinner, helping hungry children with homework, and preparing for the next day.
Possible Solutions:
A. Plan meals for the week and prepare ingredients ahead of time.
B. Give each family member a small task to help make dinner and prepare for the next day.
C. Give the children a healthy snack after school. Then supervise their homework.
Questions:
1. Which solution would you try first? Explain why.
2. What information could you collect to see if the solution worked?
3. If the solution does not work, what else could be done?
Scenario 3: A community recreation center has yearly summer sign-ups for sports camps. Last year, families had to wait in long lines.
Possible Solutions:
A. Create separate lines for different age groups or sports camps.
B. Add a second registration table and assign more staff during busy times.
C. Send families registration forms before the event so they can complete them ahead of time.
Questions:
1. Which solution would you try first? Explain why.
2. What information could you collect to see if the solution worked?
3. If the solution does not work, what else could be done?
4. 

Skill Application
Directions: Read each statement below and think about your own behavior at work, home, school, or in your community. Underline or highlight the statements that are true for you and then answer the questions.

Statements:
· I pay attention to details and notice problems.
· I listen to ideas from others and share helpful suggestions when I notice a problem.
· I think of possible solutions and choose the best one.
· I try new ways to complete tasks.
· I learn from my mistakes and think about what might work better next time.


Questions:
1. Choose one statement you would like to improve. Why did you choose it?

2. What is one specific action you can take to improve?
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