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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 problem-solving skills.

You will learn about:

* What problem-solving skills are
* Why problem-solving skills are important
* The 5 steps to solve a problem

* Tips for solving a hard problem
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What are problem-solving skills?

Problems are part of life.
They happen all the time.
A problem means that something is wrong.

Here are some examples of problems:

* You can't find your keys
* You forgot your email password

* Your rent is going up

Some problems are easy to solve.
Other problems are hard to solve.

The skills you use to fix problems are called
problem-solving skills.
You can learn and practice problem-solving skills.

> D
© Skill words
When you solve a problem, you fix something that's
wrong or make it better.
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Meet Priska

Priska drives a delivery van.
She has been driving the delivery van for 6 months.

She delivers small packages around the city.

Priska lives in a basement apartment.

She likes some things about her apartment.

But the apartment is cold in the winter.

And the neighbours upstairs are sometimes noisy.

Priska uses problem-solving skills every day.
She’s good at solving simple problems.
She’s learning how to solve harder problems.
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o®o Think and share
SRTER
Look at the questions below.
You can use the Idea banks to help you answer the questions.

You can share your ideas with the group.

* What kinds of problems do you think Priska
has at work?

© 4 )
K@ Idea bank
Priska might have problems with:
* Hervan
 Traffic
+ Lost packages
- J

* What kinds of problems do you think Priska
has at home?

4 )

©
K@ Idea bank

Priska might have problems with:

 Staying warm
+ Getting enough sleep
* Noisy neighbours
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Self-check

How do you feel about your problem-solving skills?
Write an “x" beside the box that feels like you.

How | feel about my problem-solving skills X

I have good problem-solving skills.
| can solve most problems in my life.

I have some problem-solving skills.
| need to practice solving big problems.

I don’t have any problem-solving skills.
| don’t know what to do when | have a problem.
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Why are problem-solving skills
important?

Problems happen at work and at home.
You need to solve problems every day.
Problem-solving skills are important.

Problem-solving skills can help you:

* Make good choices

+ Stay safe

* Do your job well

* Make sure more problems don't happen
* Help your co-workers

+ Help your family and friends

Problem-solving skills at work

You can use problem-solving skills at work.
You can use them to help get the job done.
You can use them to stay safe.
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Priska uses problem-solving skills at work

Priska uses problem-solving skills at work all the time.
She needs to solve small problems every day.
She is practicing how to solve bigger problems.

How does Priska use problem-solving skills at work?

+ She finds new routes to deliver packages

* She thinks of ways to keep the packages organized

 She learns how to take care of the delivery van

> N
© Skill words

Being organized means you plan ahead and keep
things in their place.
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Problem-solving skills at home

You can use problem-solving skills at home, too.
You can use them to stay safe.

You can use them to make your home comfortable.
You can use them to help family and friends.

Priska uses problem-solving skills at home

Priska uses problem-solving skills at home every day.
She solves many problems at home by herself.
She has friends who help her solve problems, too.

How does Priska use problem-solving skills at home?

* She borrows a heater
+ She talks to her neighbours about the noise

+ She asks her friend to help fix her laptop

10
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What are 5 steps to solve
a problem?

There are big problems and small problems.
You can use problem-solving skills to solve all kinds of problems.
There are steps you can follow to help solve a problem.

Here are the steps:
Step 1. Understand the problem
Step 2. Think of ideas
Step 3. Compare your ideas
Step 4. Try an idea

Step 5. Think about how it went

11
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Step 1. Understand the problem

Knowing more about the problem can help you solve it.

How much time do you have to solve the problem?
A problem can be urgent.
Or you may have more time to solve the problem.

Why did this problem happen?
Think about what caused the problem.

© Skill words

A problem that's urgent needs to be solved right away.

z 1. Understand the problem

12
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C)@O Think and share

Sl Priska delivers a package to a construction site.
She drives over a nail.
Now her van has a flat tire.

Priska can’t drive the van to her next delivery.

Look at the questions below.
You can share your answers with the group.

* Is Priska’s problem urgent? Why or why not?

 How do you think Priska feels?

13
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Step 2. Think of ideas

You understand the problem.
Now you can think of ways to solve it.
There can be more than one way to solve a problem.

Brainstorm ideas to solve the problem.
Don't worry if your ideas are good or bad.
You can decide later which ideas are good.

> N
© Skill words

When you brainstorm ideas, you think of as many
ideas as you can.

- J

Z 1. Understand the problem

E 2. Think of ideas
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Think, write, share

Priska has an urgent problem.

Her van has a flat tire.

Brainstorm ideas for how Priska can solve her problem.
Don't worry if your ideas are good or bad.

You can draw pictures or write a list of your ideas below.
You can share your ideas with the group.

Brainstorm: What can Priska do?

15
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Step 3. Compare your ideas

You understand the problem.

You brainstormed ideas for a solution.

Now you can compare your ideas.

Comparing ideas helps you choose the best solution.

> N
© Skill words

When you compare ideas, you think about what
you like and don't like about each idea. Then you
decide which idea you like the best.

A solution is what you do to solve a problem.

E 1. Understand the problem

E 2. Think of ideas

Z 3. Compare your ideas
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How to compare your ideas

Here are 2 ways to compare your ideas.

Cross out ideas that won’t work.

Some ideas are better than others.

Draw a line through ideas that won't work.

Focus on the ideas that you think will solve the problem.

Put your ideas in order.

Write a “1” beside the idea you think is the best.

Write a “2" beside the idea you think is the second best.
Keep going until you've put your ideas in order from best
to worst.

_y Try it

__ You brainstormed solutions for Priska’s problem.

Compare the ideas you brainstormed.

1. Turn to page 15.

2. Read the ideas you brainstormed.

3. Draw a line through any ideas that you think won't work.
4

. Put the rest of your ideas in order from best to worst.
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Step 4. Try an idea

You understand the problem.

You brainstormed ideas for a solution.
You compared your ideas.

Now you can try one of your ideas.

Your solution might solve the problem.
Your solution might not solve the problem.
But you'll only know if you try!

E 1. Understand the problem
E 2. Think of ideas

E 3. Compare your ideas

E 4.Try an idea

18
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O®O Think and share
GRYER

Priska thinks about solutions to try.

She decides to call her manager.

She explains her problem.

She can’t do her deliveries because of the flat tire.
She asks her manager to send another van.

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

* What do you think about Priska’s solution?

* Do you think Priska solved her problem?

19



UI Skills for Work Get Started: Problem Solving

Step 5. Think about how it went

You understand the problem.

You brainstormed ideas for a solution.
You compared your ideas.

You tried one of your ideas.

Now you can think about how it went.

Ask yourself:

* Did I solve my problem?
* Dol need to try a different idea?

You can't always solve a problem on the first try.
Sometimes you have to try another solution.

z 1. Understand the problem

E 2. Think of ideas

Z 3. Compare your ideas

Z 4. Try an idea

z 5. Think about how it went

20
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What are some tips for solving a
hard problem?

Here are some things you can do when a problem is hard
to solve.

Stay calm.

Some problems can make you feel stressed.

Take a deep breath to calm down.

Remember to use the 5 steps to help you solve the problem.

Ask for help.
You don't have to solve problems by yourself.
Ask a friend or co-worker to help you brainstorm ideas.

Learn new things.
Learning new information can help you find more solutions.
Learning new skills can help you solve problems.

© Skill words

Feeling stressed means you feel worried or tense.

21
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Way to go!
You've learned about problem-solving skills.

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 my problem-solving skills.
Here are some ideas of what | will do.

I will

©) 4 \
X@ Idea bank

Things to work on:

+ Try to understand the problem
* Think of different solutions

+ Stay calm when | have a problem
- J
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