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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 demonstrate quality consciousness?
This means being aware of your work. It means paying attention to details and making sure work is done well. It includes checking for mistakes and taking pride in what you do. It also means giving credit to and thanking others for their ideas and work.
[image: ]Why are these skills important?
Employers want workers who do their best. This shows responsibility and that you respect your work and the work of others. These skills help reduce mistakes, keep customers happy, and help a business do well.
These skills are important at work, home, school, and in your community. They show that you can plan ahead, manage your time, and pay attention to details. They also show that you care about doing good work.
You show quality consciousness when you proofread a report, double-check measurements, finish tasks on time, and give others credit for their ideas.
[image: ]How can you improve these skills?
You can improve these skills when you:
· Plan your work and stay focused.
· Pay attention to details and fix mistakes.
· Follow rules and procedures to do safe and accurate work.
· Ask for feedback and learn from mistakes.
· Participate in training and look for ways to improve.
· Communicate clearly.
· Take pride in your work and give credit to others.



Skill Practice
Directions: Try one or more activities to practice your skills. 
Activity 1: Reviewing Work for Quality
[image: PA Adult Education Resources logo]Understanding Systems 6.7: Demonstrates Quality Consciousness


[image: PA Adult Education Resources logo]Understanding Systems 6.7: Demonstrates Quality Consciousness

Read each scenario below and then answer the questions.
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Scenario: 
A supervisor asks Viktor to send an email to all employees before leaving work. Viktor is in a hurry because the workday ends in 10 minutes.
Viktor’s supervisor told him to include the following information in the email:
· Name of the training
· Date of the training
· Start and end time
· Location
· What employees should bring

To: AllEmployees@marketingco.org
CC: supervisor@marketingco.org
From: vboyko@marketingco.org
Subject: Training Reminder
Hello, Everyone,
This is a reminder about Workplace Safety Training.
The training will be held on Tuesday morning in the conference room.
Please arrive on time and bring your materials.
Thank you, Viktor Boyko

Questions:
1. Did Viktor complete the assignment? Explain your answer.
2. What important information is missing or unclear?
3. How could the missing information affect employees?
4. What should Viktor have done before sending the email?


Activity 2: Giving Credit for Ideas and Work
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Read each scenario below and then answer the questions.
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	Scenario
	Show respect for another person’s ideas or work?

	1. Maya uses information from a website and lists the source in her report.
	☐  Yes
☐  No

	2. Jamal copies information from a website and says he wrote it himself.
	☐  Yes
☐  No

	3. Rosa uses a coworker’s idea during a meeting but does not mention where the idea came from.
	☐  Yes
☐  No

	4. Ahmed thanks a coworker during a meeting for helping solve a problem.
	☐  Yes
☐  No

	5. Grace uses information from a training manual and explains where she found it.
	☐  Yes
☐  No



Questions:
1. Which scenarios demonstrate quality consciousness?

2. Why is it important to give credit when using another person’s ideas or work?

3. How can giving credit help trust with coworkers, teachers, customers, or community members?

4. Choose one scenario that does not show respect for another person’s work. What should the person do differently?



Skill Application
Directions: Think about a task you recently completed at work, home, school, or in your community and then answer the questions.

What task did you complete and where?	

Ask yourself these questions about the quality of your work:
☐  Did I do my best work?
☐  Did I check for mistakes?
☐  Did I finish the task correctly?
☐  Did I give credit when I used someone else’s work (if relevant)?
☐  Can people trust the quality of my work?

Reflection Questions:
1. Which question was easiest for you to answer? Why?

2. Which question would help you improve your work the most?

3. What is one thing you will do differently next time to improve the quality of your work?
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