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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 how to build your creativity and
innovation skills.

You will learn about:

* What creativity and innovation are
* Why creativity and innovation are important
* How you can use creativity and innovation

* How to build your creativity and innovation skills
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What are creativity and innovation?

Creativity means thinking about things in a new way.
Creativity helps you think of new ideas.

Innovation comes from creative thinking.
Innovation is when you create something new.

Creativity is thinking.
Innovation is doing.
You can’t have innovation without creativity.

Creativity and innovation let you use your imagination and
ideas to make something better.
Creativity and innovation can help you solve problems.

© Skill words

Creativity is the skill of thinking about things in a
new or different way.

Innovation is when you make something new or
better. Innovation comes from creative thinking.
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Meet Sam

Sam is a gardener.

He plants trees and bushes around houses.

Today, Sam needs to plant flowers and trees in front of a house.
Sam has never planted flowers before.
Sam is worried.

Sam isn't sure he's creative enough to plant flowers.
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©_. Think and share
AR
Look at the questions below.
The Idea bank can help you answer the questions.

You can share your answers with the group.

* Why do you think Sam feels worried?

® 4 N\
K@ Idea bank

Sam feels worried because:

+ The flowers he plants may not look
good

* He has never planted flowers before

* There's a lot to learn

- J

* Sam needs to make a plan for the flowers
and trees. If you were planting flowers,
where would you get ideas?

©) 4 N\
?E@ Idea bank

Sam can:

+ Look at pictures in a magazine
* Ask his co-workers for ideas

* Read about planting flowers
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02 Think and draw
A

Imagine you are helping Sam.

Think about how you would plant flowers and trees in the yard.
You can draw flowers and trees in the yard below.
Or you can think about what you would do.
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Self-check

How do you feel about your creativity and innovation skills?
Write an “X” beside the box in the chart that feels like you.

How | feel about my creativity and innovation
skills

| feel good about my creativity and
innovation skills.

| have lots of new ideas.

| know how to make my ideas work.

| sometimes feel good about my creativity
and innovation skills.

| sometimes have new ideas.

| don't always know how to make my ideas work.

I don't feel good about my creativity and
innovation skills.

| don't have many new ideas.

| let other people find ways to solve things.
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Why are creativity and
innovation important?

Creativity can help you solve problems at work and at home.
Creativity helps you come up with new ideas.

You can use creativity and innovation to:

+ Try a new activity with your family
+ Help a co-worker finish their work faster

+ See a problem in a new way
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Creativity and innovation at home

You can use creativity and innovation at home.
You can practice being more creative at home.

You can use creativity and innovation at home to:

+ Make chores more fun
* Plan a special event

« Cook different meals

Sam uses creativity and innovation at home

Sam lives in an apartment.
Sam wants to decorate his home.

How can Sam be creative and innovative at home?

« Sam can look for style ideas in magazines and videos
« Sam can paint his old furniture
« Sam can re-arrange his furniture

« Sam can hang pictures on the wall

10
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Creativity and innovation at work

Most jobs involve creativity and innovation.
There are many ways to be creative at work.

Being creative can help you:

* Find a faster way to do a task
« Organize work events

* Keep customers happy

Sam uses creativity and innovation at work
Sam plants trees and bushes around houses.

How does Sam use creativity and innovation at work?

* He makes a plan before planting

* He chooses trees and bushes that will look good
together

* He learns about plants he’s never used before

11
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©_. Think and share
AR
Look at the question below.
You can share your answers with the group.

 What is a problem you've solved at work or
at home?

©) 4 N\
?[@ Idea bank

Some problems you can solve with

creativity:

+ Organize a messy room
* Manage a busy day at work

« Make boring tasks fun

* How did you use creativity to solve it?

12
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02D

When not to be creative at work

You can be creative in every job.
But it's not always the right time to be creative at work.

Avoid being creative when:

+ There are safety rules to follow

+ It makes it harder to get your work done

Think, write, share

Look at the examples in the chart.

Think about whether you should be creative or not.
Write an “X” in the box that says how you feel.

You can share your answers with the group.

| can be creative when...

Yes

No

Maybe

| have to display flowers

| have to throw out chemicals

| have to decorate for a party

| have to build a mailbox

13
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Why are creativity and
innovation hard sometimes?

Sometimes we get stuck.
Sometimes it can be hard to think of new ideas.

Here are some things you can work on to make creativity
and innovation easier:

» Stress levels
* Focus

+ Confidence

> N
© Skill words

Stress is when you feel worried or tense.
Focus means paying close attention to something.

Confidence means believing you can do something.

- J
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Stress levels

Stress is when you feel worried or tense.

Some people are more creative when they feel stressed.
But lots of people think it's harder to be creative when they
feel stressed.

When you're stressed, it can be hard to focus.
When you're stressed, it can be hard to feel confident.
Stress can make creativity hard.

Think and share

Look at the question below.
You can share your ideas with the group.

 What do you do when you feel stressed?

15
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What are some tips for dealing with
stress?

Here are some things you can do when you feel stressed.
Try the tips that work best for you.

Breathe
When we feel stressed, it can be hard to think clearly.
Take some deep breaths to calm down.

Think
Think about why you feel stressed.
What problem do you need to solve?

Talk
Explain your feelings or problems to a friend or co-worker.
Together, you can think of ideas to help solve your problem.

16



UI Skills for Work Get Started: Creativity and Innovation

Focus

Focus means paying close attention to something.

We may focus on a task.
We may focus on what someone is saying.

Lots of things can make it hard to focus. For example:

 Stress
* Feeling tired
* Alearning disability

2 N
© Skill words

A learning disability is an issue that makes it
harder for someone to learn.

-

17
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O@O Think and share

A 1. There are two examples below.
Choose one of the examples and read it.

Example 1
You need to watch a training video for work.

You need to focus on the video.

Example 2
You're going on a hike.
You need to focus on the map.

2. Read the question below.
Think about the example you read.
You can share your answers with the group.

* How can you focus on the task?

©) 4
?{@ Idea bank

You can focus by:

« Going to a quiet room
« Making sure you're well rested

« Write down your notes and
ideas

18
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Confidence

Confidence means believing you can do something.

When you are confident you believe you can do things well.
When you are confident you believe you can learn new things.

Many things affect our confidence.
You may feel less confident if:

* You're feeling stressed
* Things keep going wrong

* People say mean things to you
It's okay if you don't feel confident all the time.
No one is confident all the time.

You may feel confident about playing a game.
You may feel confident about cooking a meal.
You may not feel confident about meeting new people.

19
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O‘fs@ Think, write, share
()

Here are some tips you can use to build your confidence.
Write an “X” by the tips you may try.
You can share your ideas with the group.

Tips to feel more confident I can try this

Think positively

Try something new

Practice writing out my thoughts

Ask my boss questions

Write a list of things | do well

Write any other tips here:

20
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What are some tips for thinking
creatively?

Here are some things you can do when you need to think
creatively.

Make a list

* Write down 10 ideas
* They can be good or bad

* They can be silly or serious

Write

+ Set a timer for 2 minutes
* Write down your thoughts about the problem

* There are no bad ideas

Talk

+ Tell a friend about the problem you have
* Ask them for some ideas

+ Work together to find a solution

21
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©X Think and write

() Let'spractice creativity.
Imagine your friend needs help planning his son'’s birthday
party.
His son likes music, soccer, and cars.

Your friend needs help choosing decorations and activities
for the party.

Use one of the tips on page 21 to help you think of ideas for
the birthday party.

Decoration and activity ideas for the birthday party...

22
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How can you build your
creativity and innovation skills?

You can build your creativity and innovation skills.

Here are some tips to help you build your creativity and
innovation skills.

Ask questions and learn

+ Asking questions helps you think of new ideas.

+ Learning new things helps you think in different ways.

Let your mind wander

* New ideas can happen when your mind is relaxed.

* Write down your ideas in a notebook or on your phone.

Keep trying

+ Building creativity and innovation skills takes time.

* |Ideas may come when you don't expect them.

23
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%% Think about it
Let's practice creativity.
Think about an empty bucket.

 How many ways can you use a bucket?

©) 4 N\
?@ Idea bank

Here are some ways you can use a
bucket:

* Fill it with water to water plants

* Flip it over and use the bottom
as adrum

* Fill it with small toys

List all the ways you can use a bucket.
Don't worry if your ideas seem silly.

Ways | can use a bucket:

24
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Way to go!
You've learned about creativity and innovation.

Take action

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

©f  skill words

A pledge is a promise to do something.

| pledge to work on creativity and innovation skills.
Here are some ideas of what | will do.

| will

4 )

©
X@ Idea bank

Ideas to do:

* Learn new things
* Write down ideas

* Share ideas with friends and
co-workers

25
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