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Welcome to UP Skills for Work!

UP Skills for Work helps you build skills for learning, work, and life.

Here are some of the skills you can learn about:

+ Adaptability

+ Collaboration

+ Communication

+ Creativity and Innovation
+ Digital

« Numeracy

* Problem Solving

* Reading

+ Stress Management

+ Writing

What's in this workbook?

This workbook is about adaptability.

You will learn about:

+ What adaptability means
* How to be adaptable
+ Why adaptability is important

* How to practice your adaptability skills
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What is adaptability?
Adaptability is a skill.
Adaptability is being okay when things change.

Imagine you have to:

« Write with your other hand

* Find a new job

Sleep on the other side of the bed

+ Use a new machine at work

Work at a different time than usual

You have to change how you think.
Or you have to change how you act.
You have to adapt.

© Skill words

Adaptability is the skill of feeling okay when you
have to change how you think or act.

To adapt is to be okay with change.
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Meet Mirian

Mirian works at a processing plant.
She has worked there for 10 years.

Today, Mirian has to use a new machine.
Mirian thinks the new machine is hard to use.
She is worried.

Mirian needs to change how she works.
Mirian also needs to change how she feels.
She needs to adapt.




UI Skills for Work Get Started: Adaptability

Q®Q Think and share
SRTER
Think about the questions below.
The Idea banks can help you answer the questions.

You can share your answers with the group.

* Why do you think Mirian feels worried?

4 )

©
@ Idea bank

Mirian feels worried because:

+ She might make a mistake
+ She liked the old machine

* There's a lot to learn

* What do you think Mirian should do?

© 4 )
K@ Idea bank
Mirian can:
+ Stay calm
+ Keep trying
+ Make a plan
N /




UI Skills for Work Get Started: Adaptability

Self-check

Think about how you adapt to change.

Read the examples in the chart.
Write an “x" in the box that feels like you.

How do you adapt to change? | Yes | No | Sometimes

| learn new things

| am positive

| stay calm

| am flexible

| make a plan

| keep trying

| set a goal

> N
©/f  skill words

A flexible person is ready and able to change.

A goal is something you want to do.

- J
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What does adaptability look like?

You can show other people you're adaptable.
You can show you're adaptable by how you react.
You can also show you're not adaptable!

Here are some examples.

Examples Adaptable Not adaptable
You have a new You show her what | You don't help her
co-worker to do

Your co-worker is | You wait for them You get angry

late to arrive because they're late

You have to learn You pay attention You complain about

a new task at work | and ask questions learning a new task
> D

© Skill words
Adaptable means you are willing to change.

When you react, you say or do something
because of a change.
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.’

:©:) Think about it
w Mirian has to use a new machine.

Mirian is worried.
Mirian wants to adapt.

Look at the list below.
How can Mirian show that she’s adaptable?

Write an “X” beside what you think is adaptable.

|:| She asks for help

She listens to instructions

She complains to her co-worker
She calls in sick

She asks questions

She stays positive

OO 000 O

She takes breaks
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Why is it sometimes hard to be
adaptable?

Adapting to change can be hard.
Change can be a challenge.

Here are some challenges:

* You have to change how you think
* You have to change how you act

* You have to change your routine

Adapting to change can be uncomfortable.

> N
© Skill words

A challenge is something that's not easy.

A routine is the usual way you do something.

- J
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O®O Think and share
)

Think about the questions below.
You can share your answers with the group.

* What is an example of a routine in your life?

©) 4 \
?E@ Idea bank

Examples of routines:

» How you get ready for bed
* How you clean the kitchen

* How you get to work

* What are the steps of your routine?

* How do you feel when something changes
in your routine?

11
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How can you be adaptable?

There are times you have to adapt to change.
There are things you can do to help you adapt.

Here are some examples:

+ Set or change a goal
+ Keep trying

+ Be flexible

* Make a new routine
* Stay positive

+ Stay calm

* Make a new plan

@%@ Think, write, share

M

Read the examples in the chart on page 13.
Think about how you could be adaptable.
You can write your ideas in the chart.

You can share your ideas with the group.

12
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Examples How can you be adaptable?

Your schedule changes

Your co-worker is sick

Your boss says you
work too slow

13
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What are the steps of adapting
to change?

Adapting to change can take time.
You go through steps when you're adapting to change.

The steps of adapting to change are:
Step 1. You feel uncomfortable
Step 2. You try to understand the change
Step 3. You learn new things to help you adapt

Step 4. You adapt to the change
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Think about Mirian

Get Started: Adaptability

Mirian has worked at the processing plant for 10 years.

Mirian has a new boss.
The new boss wants to make changes.

Mirian has to adapt to changes at work:

Mirian feels stressed.
Mirian feels angry.
She’s uncomfortable with the changes.

* The boss changed

* The schedule changed

* The work instructions changed

P

-

Skill words

Instructions explain how to do something.

Feeling stressed means you feel worried and tense.

15
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O@O Think and share
Y

Think about the questions below.
You can share your answers with the group.

* Mirian is at Step 1 of adapting to change.
What can she do to feel better about the

changes?
© 4 )
?E@ Idea bank
Mirian can:
+ Stay calm
* Be positive
+ Be flexible
N /

* Mirian wants to get to Step 2 of adapting

to change.
How can Mirian understand the changes
better?
©® 4 )
?E@ Idea bank
Mirian can:
+ Ask questions
« Watch her co-workers
+ Keep trying
- J

16
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Why is adaptability important?

Adaptability is an important skill.
You need to be adaptable at home and at work.

Adaptability at home

Being adaptable at home helps you to be happy.
You need to adapt to changes at home.

Mirian adapts at home

Mirian lives with her two children.
Her oldest child moves to a new city.

Mirian must adapt to having only one child at home.
Mirian must adapt to a new routine.

What does Mirian do?

* Mirian is positive
* Mirian plans a new routine

« Mirian looks for new activities

17
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Adaptability at work

Being adaptable at work helps you get the job done.
You need to adapt to changes at work.

Mirian adapts at work

Mirian has a new boss.
Mirian needs to use a new machine.

She must adapt to her new boss.
She must adapt to the new machine.

What does Mirian do?

* Mirian is friendly
+ Mirian asks questions

* Mirian tries her best

18
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& _ Think and share
O O
Sl Think about the questions below.

You can share your ideas with the group.

* What is an example of a change that you
had to adapt to?

e 4 \
?{@ Idea bank

Examples of changes:

+ Cost of bus fare goes up
* Your niece moves in with you

* Your job ends
N /

* What new things did you learn?

19
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How can you practice adaptability?

Adaptability is a skill.
Practicing skills helps you get better at using them.

Here are some ways to practice adaptability.

Learn about something new.
+ Ask questions

* Learn a new craft or sport

Try doing something differently.
+ Eat a new food

+ Take a new route to work

Look for other points of view.
* Ask people their opinion

* Try to understand differences

2 N
© Skill words

Points of view are ways of thinking.

An opinion is a thought or belief about something.

- J
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Way to go!
You've learned about adaptability.
Take action

You need to take action to get better at a skill.
Write a pledge to take action.

©Of  skill words

A pledge is a promise to do something.

| pledge to work on my adaptability skills.
Here are some ideas of what | will do.

I will

Get Started: Adaptability

©) 4 \
@ Idea bank

Things to work on:

+ Set or change a goal
+ Be flexible

+ Be positive

- J
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