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Introduction 
Theory of Change 

The Life Skills & Job Preparation (LSJP) training course was designed to support the 
implementation of WEI/Bantwana’s Youth Workforce Readiness Program, developed in 
response to high unemployment rates among Zimbabwean youth. This second (2020) edition 
of the LSJP has been adapted to address the address the additional challenges faced by 
vulnerable adolescent girls and young women (AGYW) aged 15-24, who may not have 
completed secondary school and are at high risk of HIV infection due to poverty, gender-
based violence, and other factors.  

The LSJP now provides foundational skills training as part of Bantwana’s Siyakha model for 
economic strengthening for AGYW. For these young women, the LSJP course sets them on 
a path toward financial inclusion and economic empowerment. It prepares them to start saving 
toward life and work goals, and to enter the job market or start their own business. The LSJP 
thus is a core component of the Siyakha theory of change presented below.  
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Following the LSJP course, many participants will go on to vocational training and internships 
to further prepare them for the world of work. The diagram below shows where the 
foundational training fits into Bantwana’s 8-step Siyakha model.  
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Methodology and Design 
 

The purpose of the LSJP trainers’ manual is to equip nongovernmental organisations and 
community-based partners with a training methodology, information, materials and activities 
to build young people’s employability or work readiness skills. Over the course of five-days, 
trainers lead participants through a series of concepts and skill-building activities that prepare 
them to enter the job market or start their own businesses, setting them on a path to achieve 
life and work goals that they identify for themselves.  

The design of the curriculum was based on a 
survey conducted by WEI/Bantwana of 450 
companies in Bulawayo, Harare and Mutare to 
ascertain the skills and attributes required from 
young people entering the job market. The 
companies were a mix of Small to Medium 
Enterprises (SMEs) and Zimbabwe Stock 
Exchange (ZSE) listed companies from various 
sectors. The table below shows the skills and 
attributes highlighted as critical for young 
people seeking to enter the job market should 
have, in order of priority. 

Skills and Attributes Required by Employers from Young People Entering 
the Job Market 

Rank SMEs ZSE Listed Companies 

1 Teamwork or Collaboration Time management skills 

2 
Good verbal and non-verbal 

communication skills (articulate, clear 
and listening ability) 

Teamwork or Collaboration 

3 Poise, self confidence 
Ability to build and maintain 

relationships with colleagues and 
superiors 

4 Creativity and Innovation 
Good verbal and non-verbal 

communication skills (articulate, clear 
and listening ability) 

5 Candidate knowledge of Industry, 
company & position Self-discipline 

6 Strength of skills for position or work Creativity and Innovation 

7 Critical thinking or problem solving Ability to link prior work experience to 
position 

8 Ability to link prior work experience to 
position Strength of skills for position or work 

DEFINITION: 

Employability or work readiness skills 
are attributes and interpersonal skills 
that characterize a person’s relationship 
with other people. 

In the workplace, employability skills 
complement hard skills, such as technical 
knowledge and occupational skills. 
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9 Interest and enthusiasm towards 
opportunity Good Negotiation skills 

10 Clarity of career interests and goals Poise, self-confidence 

11 Appearance (professional dress, 
grooming) 

Ability to adapt to changing 
circumstances 

12 Basic computer skills Mature attitude 

 

The LJSP training has distilled these skills and attributes into a set of nine work readiness 
behaviours that participants will develop over the course of the five-day training:   

 

9 Work Readiness Behaviours  
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The training is divided into five days:  

Day One: Work Readiness Behaviours, Self-Leadership, and Values 

Day Two: Communication, Teamwork & Administration Skills 

Day Three: Financial Literacy 

Day Four: Interview Skills, Resume Writing, and Computer Basics 

Day Five: Self-Esteem Building and Graduation 

Each day has one or more sessions and several activities that may be further adapted, 
removed, order-switched, or substituted as needed to better suit the needs and/or 
backgrounds of your particular group of participants.  

The primary training methodology is facilitation and interactive discussion. The material is 
mainly delivered through the use of a variety of group-activities, including role-plays, team 
building exercises, brain teasers, visual learning, puzzle learning and image theatre. Frequent 
ice-breakers and energisers keep participants engaged and connecting with each other. 

Trainers are encouraged to customize the course by inviting representative of local companies 
or local businesspeople to attend sessions, conduct mock interviews, or meet with 
participants over a “working lunch” to deliver pearls of wisdom about entering the workplace 
or describe what kinds of internships and entry-level positions they offer.  

You may want to change the order of some of the sessions or eliminate or abbreviate some 
activities to accommodate time for any guest speakers, or to work in more time for practice 
on computers or preparing CVs. If you take out or shorten any activities, think about whether 
it could be done as homework for quick sharing in the morning with a team-mate.  

The trainers’ manual is accompanied by a PowerPoint to aid in facilitation that you can also 
customize. There is also a Participant’s Handbook that, together with a well-facilitated training 
course, will provide a solid career or entrepreneurship foundation for young people on their 
transition to adulthood. Familiarize yourself with the Participant’s Handbook so you know 
what graphics and exercises are presented in there, and what other handouts you may want 
to prepare. 

 
Skills and Attributes of a Good Trainer 

Good trainers must possess a certain range of skills and that requires continuous 
improvement. Although not exhaustive, the following list reflects the critical skills and qualities 
that trainers should have.  

Role Skills 

Presentation – a trainer must be able to structure and communicate ideas, using visual aids. 
This manual comes with a set of PowerPoint presentations for each topic, but the trainer 
must be able to adapt these to suit their context and participants. 

Facilitation – The trainer should be able to manage activities, elicit contributions from 
participants through various means as well as learn as they train. The trainer must come 
prepared with ice breakers, flip chart for group work observations and group work questions 
that stimulate discussions on the topic you are about to look at. Make the whole process a 
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journey of discovery and not just a lecture. Try and train with at least one other co-facilitator 
so that there is variety in your presentation. A good facilitator studies the audience and adapts 
the delivery method to suit their needs. 

 

 

 

 

 

 

 

 

One-to-one coaching, counselling, mentoring, advising, assessing – At some point, 
participants may need to be singled out and assisted on a one-to-one basis. A trainer may 
even need to counsel some participants. 

Consulting – A good trainer must be able to consult others when faced with challenging 
situations. They should be able to investigate, diagnose, advise, and evaluate situations in real 
time and be prepared to make adjustments. 

Trouble-shooting – Every training session brings about its challenging questions and 
situations. A good trainer must be insightful and innovative and be able to troubleshoot. 

Design – A good trainer must be able to design programmes, materials, activities, 
opportunities. They should also be e-literate. A section of this manual will require the trainer 
to teach students the basics of computers. If the trainer is not comfortable with this topic, 
they can look for someone else to conduct it for them. 

Motivational – A good trainer needs to have inspirational quotes or “wisdom nuggets” to 
motivate the participants to become the best that they can be. Below are a few examples of 
quotations or the trainer can use; feel free to develop your own. 

“See you at the top!” 

“Transformation begins with me.” 

“I can’t give what I don’t have.” 

“Wisdom comes with age, but sometimes age comes alone.” 

“You get wisdom by reflecting on your life experiences.” 

“I can do it!” 

“I am beautiful.” 

 

Personal Skills and Qualities 

Communication – The trainer should be a good listener, have the able to question, be able 
to clearly explain concepts, and be able to give feedback. The trainer, thus, must ensure that 
clear communication has taken place through the training. The trainer must ensure the 
trainees understand the concepts and are able to apply what they are learning through 

TIPS: 

 Generally, teach for a maximum of 45 minutes sessions and follow through with group work. 
 Group work is good for afternoon sessions since energies will be low if the workshop started in the 

morning. 
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simulation role plays, group work or feedback and discussion. The training has various learning 
verification tools, videos and feedback forms that will assist the trainer in assessing whether 
effective communication has taken place.    

Interpersonal – A trainer has to have the ability to build relationships, be sensitive to 
situations and people’s issues, and know how to handle conflicts 

Assertiveness – A trainer must exude confidence; be able to challenge participants; and 
support them when needed 

Flexibility – Things are not always straightforward, and it is important for a trainer to be 
responsive, creative, adaptable, have the capacity to manage change. 

Expertise – It is very important for a trainer to be knowledgeable, experienced, insightful, 
up to date with current trends and information.  

Understanding Transformational leadership 

This training will infuse transformational leadership dynamics as a general thread throughout 
the modules. Young people today, and especially young women, are facing so many challenges. 
This context presents many real and tangible obstacles that a young person will have to face 
and overcome in order to become successful in 
whatever career or business they choose to pursue. 
The work readiness training therefore has a 
transformational leadership approach that is 
streamlined through the process. It is critical that the 
trainer has an understanding of transformational 
leadership as a transferable concept.  

Applying the approach: Transformational leadership seeks to address the root cause of a 
problem and not just the symptoms. It comes from the perspective that change or 
transformation must first take place at a mental, psychological and personal level so that one 
can sustainably change their environment. Using this approach, trainers need to lead by 
example. Transformational leaders are generally energetic, enthusiastic, and passionate 
individuals who are focused on helping every member of the group succeed. 

Self-awareness as a trainer: It is important that a trainer has a high level of self-awareness 
and a value configuration that presents them as potential role models to the participant. The 
participant will only be transformed if the trainer is personally applying what they are teaching 
at some level and are able to represent the principles that they are teaching.  

The Concept of Leadership Formation:  

This training aims to equip young people in these different areas of competencies. Each 
student will be equipped to access where they are, where they are right now and where they 
need to be going in terms of their career development and life purpose. This training will deal 
with the four levels of leadership formation: (1) Value formation, (2) Character formation, (3) 
Skill formation, and (4) Strategic formation. We will mainly focus on level 4 (strategic 
formation) to position each student for success in the workplace environment.  

Challenging the Worldview: The worldview is how one views and interprets the world 
they live in based on life experiences. The training aims to challenge the worldview of the 
participant, highlighting the reality that “ideas have consequences”, so that the trainee can be 
empowered to make informed decisions for themselves. The trainer must have the ability to 

Transformational leadership 
inspires positive change in 

those who follow. 
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integrate the training with their own life experience so that the trainees are able to see the 
life practical application points within the training. The trainer must also exude passion but 
with sincerity and honesty. No human being is perfect, but one can share the lessons of life’s 
mistakes and accomplishments highlighting the wisdom of learning from life’s journey and from 
others.  

Training Tools 

There are many tools that you can use as an effective facilitator.  

Your voice. Know how to captivate and clear communicate just by using your voicing 
appropriately depending on what you are communicating, expressing different emotions, 
moods and metaphors. 

Relevant equipment and supplies. These are your teaching notes, the student’s 
handbooks, the power point projector (LCD), relevant film short film clips, flip chart and 
markers for group work presentations or teachers highlights or other relevant equipment 
you might need for illustrations.  

Presentation Enhancements. Tools should enhance your presentation and not replace it, 
so be careful on when and how you use them. You can use funny quotations (be careful 
not to offend anyone), inspirational quotations, acronyms, props, visual aids, examples 
and case-study references, analogies and fables. Consider prizes or funny awards to 
recognize people who are participating in discussions, book recommendations, and fascinating 
facts. You can also use statistics (which dramatically improve audience 'buy-in' if you're trying 
to persuade). Think of quick games and exercises, or use quirky ideas to recapture 
attention (use your imagination - have everyone demonstrate their ringtones at the same 
time, or see who has the fastest/slowest watch time, or the most pens in their pocket/bag) 
and your body language, and the changing tone and pitch of your voice.  

 

Monitoring the Learning Process 
It is important to monitor the learning process during the training in order to understand 
what concepts participants have grasped and where they may need more engagement. 
Monitoring can include:  

 Daily training updates (see template) 
 Daily performance tracking (using a tool that shows daily progress of each student, 

including the Work Readiness Behaviours) 
 Daily feedback meetings between facilitators on key highlights (peer review) 

Monitoring templates and tools can be found in Annex II. 

Final thoughts before you start the training 

The trainer must be familiar with this manual in such a way that they are flexible on what 
video clips, case studies or scenarios, illustrations that might be appropriate for the specific 
group or setting. A trainer is free to use other video clips that one might find appropriate and 
relevant in your context.  

Ensure that all of the participants do the initial base line test, the work readiness behavior 
assessment questionnaire. You can post the results on the wall using flip chart or type them 
on the computer showing who has finished their questionnaire. Focus on excellence (doing 
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things well) throughout the training so that the students see example of what I required of 
them in the workplace. Focus on efficiency (Doing the right thing well) in how you deliver 
your training, by being thoroughly prepared. Finally focus on effectiveness (Doing the right 
things well in the best way) by using all of the means you have at your disposal to ensure that 
the students get the message and are able to apply it.  
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Preparing for the Training 
Develop a Training Program 

Developing a training program is very important and helps you plan and budget your time 
according to tasks that need to be done. As a trainer, you should think through your entire 
training and plan even for the ice-breakers and exercises your participants are going to carry 
out. Below is an example of a training program, showing how you might modify or switch 
order of sessions.  

Sample 5-day Life Skills and Job Preparation Training Calendar 
Day One – Overview, Values, Self-Leadership & Work Readiness Behaviors 

TIME TOPICS CONTENT OF THE SESSION ACTIVITIES & MATERIALS 
NEEDED 

FACILITATOR 

8:45 
– 
9:15 

Introduction 
 

 Registration 
 Introductions 
 Expectations 
 Ground Rules 
 Pre-test 

  

9:15 
– 
9:30 
 

  Formation of groups 
 

Girls form groups and choose a 
name for the group, have a 
motto, select a leader and have 
values for the group. Register 
all the names of the group 
members (10 groups) 

 

9:30 
– 
10:00 

Leadership  Who am I? Character 
profiling  

 My values 
 Goal setting 

Character profiling activity  
Sticky notes for a goal-setting 
task 
Share your yearly goals 

 

10:00 
– 
10:30 

TEA BREAK 

10:30 
– 
11:30 

  Definitions and foundations 
of leadership 

Energiser 
Interactive material 
 

 
 
 

11:30 
– 
13:00 

  Self-leadership 
 Leading from any level 

  

13:00 
– 
14:00 

LUNCH 

14:00 
– 
15:00 

  Work readiness behaviours:  
positive attitude, conflict 
management, and delegation 

Work readiness behaviours 
document handout 

 

16:00 DAY END 
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Be prepared with a few energizers to use when attention or energy is lagging or to reinforce 
a key point. Have the young people suggest and lead energizers. 

Save 10-15 minutes at the end of class to cover any logistics for the following day, remind 
participants about any home assignments, and check work readiness behaviours booklets.  

Do not forget to plan for the graduation ceremony which takes places at the end of the 
training. This should be done on the last day of the training. Try to solicit a respected 
community member to be the guest of hour or master of ceremonies for the Graduation. Let 
the participants know if they can invite anyone to the ceremony, such as their parents or 
spouse. You may also want to invite any special guests from potential host companies that 
participated in the training. You will need to print certificates and so make sure you get the 
full names of the participants spelt correctly.  

Develop a Checklist 

Compile a checklist of all the resources you will need for the workshop before commencing 
the training. Below is an example of a typical workshop checklist. Quantities will depend on 
the number of participants registered. 

Workshop Checklist: 

 Invitations sent to participants (including weekly reminders via letters, phone calls, 
etc.) 

 Transportation to/from venue  

 Venue secured 

 Participants confirmation  

 Participant registers 

 Projector 

 Laptop 

 Folders 

 Notebooks 

 Pens 

 Flip Charts 

 This Training Manual 

 Materials to be distributed. 

 Camera 

 Name tags 

 Banner 

 Lunches/teas 

Select and Prepare the Training Environment 

Make the training environment appropriate for the teaching exercise that you are conducting. 
Some things to think through when preparing a general workshop indoors is ensure that the 
environment is clean environment, quiet with not too much noise in the background, an 
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environment with images that inspire learning and reflection. The trainees must be 
comfortable and dressed appropriately for the activities that you will require them to do. 

All the best as you equip the next generation of organizational, community and national 
leaders in work readiness and job preparation!
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DAY ONE: Work Readiness 
Behaviours, Self-Leadership, and 

Values  
 

Introductions & Training Course Overview 

Total Duration:  1 hour 

Take 10-15 minutes to introduce yourselves, welcome participants, and provide an overview 
of the training. Briefly walk through the topics that will be covered each day, covering the 
start and end times, and any important logistics. Review the timetable for Day 1.  

Before launching into the first topic, introduce Activity 1 below. 

 

Activity 1: Introductions and team building 

Objective: Participants and trainers get to know each other 

Duration:  45 minutes to 1 hour 

Instructions:  

1. Have everyone in the group introduce themselves (including facilitators). Ask 
everyone to give their name, where they are from, why they are here, and one “fun 
fact” about themselves 

2. As a group have participants share and write down expectations for training on a flip 
chart.  

3. As a group, brainstorm and write down “ground rules” for the training on a flip chart. 

4. Organize participants into groups of 4-5 for an energizer. Have them identify a group 
leader, a team name, and a war cry or victory whoop. Each team should present their 
war cry for the group. They will remain in these teams throughout the five days of 
training. 
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Topic I: Work Readiness Behaviours 

Total Duration:  1 hour 

Explain the nine Work Readiness Behaviours, using the graphic below. Write each of the 
behaviours on the whiteboard or flip chart and ask participants to provide examples of each 
one. If they are not sure, explain what is meant by the behaviours and give an example. 

 

Refer participants to the Work Readiness Behaviours fill-in document that is part of their 
Participants’ Handbook (see the Annex). Explain that the goal is for students to be aware of 
their actions and write down when they exhibit each of the nine behaviours during the five 
days (either during the day or at home). Completion of all 9 behaviours is a “soft” requirement 
of graduation. 

 Leadership and Influence – write down a situation where you influenced others to do 
an action or complete a task.  

 Goal Setting – write a goal you have set for yourself. It should Specific, measurable, 
attainable, realistic, and time-bound. 

 Effective Communication – Write an instance where there was a barrier to 
communication and you used a defined strategy to overcome the barrier and 
communicate effectively 

 Planning and Monitoring – Write about how you broke down an activity into small, 
time-defined tasks 

 Delegation – Write about a time you delegated a task to others and monitored them 
through to achieve a goal. 

 Creativity and Innovation – Give an example of a time you showed creativity or 
innovative thinking 

 Information Seeking – Write about a time you sought out information so that you 
could accomplish a task 

 Confidence – describe an occasion where you showed confidence 

 Problem Solving – write about a time you were faced with a difficult task or situation 
and how you used a defined strategy to solve it. 
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Topic 2: Self-Leadership 

Total Duration: 2 hours 

Before diving into self-leadership, facilitators may want to set the stage by facilitating a 
discussion on the basics of leadership. 

Activity 2.1: What is leadership? 

Objective: Introduce participants to different types of leadership  

Duration:  1 hour 

Instructions:  

1. Write or project the question: “What is Leadership?” 

2. Have participants write down their responses and call on a few to share their response 
with the group. 

3. Provide and discuss the definition of leadership (in box). 

4. Next, ask “What is African Leadership?” Have students 
think individually and then ask a few participants to share. 

5. Divide the participants into 3 groups and give each group 
one aspect of African leadership below. Ask them to discuss 
the aspect in their group: do they think this aspect is true? 
Explain with examples. After 5 minutes, have the group 
stand and share with the larger group. 

a. Leadership as authority (father figure): 
According to the traditional African context, 
leadership is authority. “What I say goes.” Often authority is legislated – it is 
given an office or a position. “Father” is traditionally a position of authority 
within the family. 

b. Leadership as service (mother figure and children): According the 
traditional African context, mothers often lead families through various 
services to their family. Mothers model service through their self-sacrifice 
during pregnancy and within the traditional African home as the primary 
homemaker. A single mother looking after her family is another example of 
service leadership. Children and young people also model this as they follow 
the instructions from the parents and carry out various household chores. 

c. Leadership as influence (grandparents, mother, youth, children): A child or 
young person will only catch the attention of their parents when they show 
responsibility and maturity. Mothers also model influence, because even though 
the father is the head of the family, many times, they are greatly influenced by 
the advice and guidance of their wives and parents.  

  

“Leaders are individuals 
who establish direction 
for a working group of 
individuals, who gain 
commitment from these 
group members to this 
direction, and who then 
motivate these members 
to achieve the 
direction’s outcomes.” 
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Activity 2.2: Who am I?  

Objective: Participants recount their personal experience with self-leadership 

Duration:  30 minutes 

Instructions:  

  

1. Introduce the concept of Self-Leadership.  

 

 

Ask participants to reflect on the five critical questions. Have them ask themselves the 5 
critical questions. 

 
 

2. Have them write at least one significant event that shaped their life in the categories 
below. 

 

 

 

 

 

 

 

 

 

Self-leadership is the practice of influencing your own thinking, feeling and 
behaviours to achieve your objectives or goals. Self-leaders have a force for 
independence, can make decisions, are more creative, and persist even when facing 
difficulties.  

 

The Five Critical Questions to Ask Yourself : 

Who am I? 
Where do I come from? 

Where am I now? 
Where am I going? 

How will I get there? 
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3. On a separate piece of paper draw a tree with three distinct parts roots, trunk, 
branches and leaves. Label the tree as follows:  

 

 Roots- the greatest influences of your life.  

 Trunk- your routine behaviour and habits. 

 Branches- your hopes, wishes and dreams. 

 Leaves- names of people who can support you in reaching your goals. 
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Activity 2.3: Developing Self-Leadership 

Objective: Participants internalize their understanding of self-leadership 

Duration:  30 minutes 

Instructions:   

1. Explain that you will guide the trainee through an activity of self-leadership, referencing 
the five dimensions. Explain that the purpose of the activity is to help them understand 
how they have already exhibited self-leadership in their lives and/or where stronger 
self-leadership could have helped them in a difficult situation. Because some of their 
examples may be very private, you can assure them they will not have to share with 
the whole group but one team-mate. They should only share what they are 
comfortable with.  

 

The 5 dimensions of self-leadership 
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2. Instruct participants to draw a graph of their lives axis of their lives measuring the 
emotional high or lows they have experienced on their life journey. The Y axis should 
show levels (-1 to -10 & 0-10) with 10. Mark the X axis with 0-current age). They 
should spend about 10 minutes on this task. The graph would look something like this: 

 Emotional Level                  
High 10                       

 9                       
 8                       
 7                       
 6                       
 5                       
 4                       
 3                       
 2                       
 1                                           

 0 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 Age 

 -1                       
 -2                       
 -3                       
 -4                       
 -5                       
 -6                       
 -7                       
 -8                       
 -9                       

Low -10                       
 

 

3. Ask them two examples of their own journey (where there was self-control or not, 
highlighting times of emotional self-discovery, and noting any lessons on self-direction 
and self-projection. to team up with one person in their group and take 5 minutes to 
swap. 

4. Before bringing the whole group back together, ask each person to list 3 people in 
their lives (currently or in the past) who they think have strong self-leadership and 
why.  

5. Discuss in the group why you feel these people have good self-leadership and present 
your reasons to your team or the larger group (facilitators’ choice). 

 

 

 

 

 

Energizer and Team Builder: Human Knot 

Get the teams to stand in a circle with each individual hand crossed in front of them and then locked into the 
next person’s fingers. The participants must find a way to untangle themselves without separating their hands. 
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Topic 3: My vision, mission & values 

Total time:  2.5 to 3 hours 

Under this topic you will walk participants through a series of activities to help them identify 
their values, understand how to balance different aspects of their life, and develop a vision 
statement with S.M.A.R.T. goals for achieving it. This session also covers time management 
and “the art of delegation” to help participants develop some practical skills they can use on 
a daily basis to help them stick to their priorities. 

Activity 3.1: My Values 

Objective: Participants define their values and learn the 12 big decisions 

Communicate how leadership is a “cultural construct”  

Duration:  30 minutes 

Instructions:  

1. Ask participants to write a profile of themselves 20 
years into the future and use that exercise to explain 
the meaning of “vision” and the meaning of “mission. 
Write responses on whiteboard or flipchart.  

2. Ask participants to write down their vision statement 
(What do they want to accomplish) and their mission 
statement (how they will accomplish their vision). 

3. Ask participants to write down their values in their 
handbooks. Give some examples, e.g., wisdom, family, 
learning, service, hard work, honesty. 

4. Draw a web or use a graphics organizer with the word 
“values” in the middle on the whiteboard or screen. Ask participants to share some 
of their own values as you write them down on the organizer.  

5. Give the group a minute to view the results and ask for comments. Explain that the 
challenge for the leader is to live a balanced life according to their values and with 
regards to the personal, relational, and public aspects of their life. 

6. Introduce and facilitate a short discussion on the 5 Big Decisions. 

 

 

 

 

 

 

 

Values are the 
motivating factor 
behind everything we do 
as individuals. Our 
worldview and values 
system drive us to act 
and behave in certain 
ways. Our values define 
our purpose in life, the 
things we believe in and 
what we fight for. 

THE FIVE BIG DECISIONS 
1.  Attitude: Choose and display the right attitudes daily. 
2.  Personal Growth: Seek and experience improvements daily. 
3.  Priorities: Determine and act on important priorities daily. 
4.  Relationships: Initiate and invest in solid relationships daily. 
5.  Faith: Know what you believe, whilst respecting others in the 

process.  
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3.2: My Wheel of Life Activity  

 

Objective: Understand how to balance different elements and priorities in your life 

Duration: 30 minutes 

Instructions:  

1. Introduce and explain the Wheel of Life concept using the graphic below. Here are 
some suggested points for launching the exercise: Life can become very busy quickly. 
That is why it is important to keep one’s priorities balanced. Priorities are the things 
that are important to you. Everyone’s life is made up of a number of important matters, 
such as: family, work, education, and religion. Everyone places a different amount of 
importance on the various aspects of their lives. But if you focus too much on one 
aspect and ignore the rest, you may become exhausted, unhappy, or stressed and lose 
focus.  

 

 

 

 

 

 

 

 

 

 

 

 

The Wheel of Life is a conceptual tool that can give you a quick and easy view of the major 
parts of your life – a “helicopter view.” It helps you consider each area of your life one-by-
one and then assess what may be imbalanced. It makes you identify how you are currently 
spending your time and how satisfied you are in the different categories of your life. This helps 
you to identify areas that may need more attention than others to create balance, applying 
your values and practicing self-leadership.  

 Draw your wheel of life on the board/chart as an example.  
 Ask participants, “How are you balancing your wheel of Life?” To answer this question 

for themselves, have participants fill in the blank wheel of life worksheet in their 
handbooks. They will need to think about what percent of time they currently give to 
these areas and what percentage they would want to give to each aspect in order to 
feel balanced.  

 Have participants share their wheel with a partner and discuss on thing they will do 
to rebalance.  
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PARTICIPANT WORKSHEET: MY WHEEL OF LIFE 

 

 

 

 

 

 

            

 

 

 

 

 

 

 

 

 

 

 

Life Aspect Current percentage of 
my life 

Ideal percentage of my 
life 

Financial   

Marital and Love   

Intellectual Development    

Home and Family   

Social and Recreation    

Spiritual    

Health and Wellness    

Career /Vocation   
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Activity 3.3: Where are you going?  

Objective: Participants will define their vision and set goals for achieving it 

Duration: 15 minutes 

Instructions:  

1. Ask participants to write down what their dreams—what they want to become in 
life—in the form of a one sentence vision statement. Call on participants to share their 
vision statement with the group. 

2. Then ask participants to write down at least three goals they will need to achieve to 
their vision statement. Instruct them to use the SMART device to help them come up 
with goals that are:  

Specific 

Measurable 

Attainable 

Realistic 

Time-bound 

3. Call on participants to share one objective and ask for comments from the group as 
to whether the goal is smart or not. (Consider dividing the group into five, and 
assigning a letter to each group; it is that group’s job to decide if it meets their assigned 
criteria – SMAR or T – saying why it does or giving a suggestion if it does not.  

4. Is having a SMART objective enough? How can we stick to our goals? Break into two 
or four groups and give one scenario to each group of goal-oriented young people 
who face some challenges in reaching their goal. Ask the group to read quickly, then 
discuss “what would you do?” 

 

Scenario 1: Isaiah is a 17-year-old boy whose goal is to be an accountant. He does well in 
school, but his family doesn’t have a lot of money and they want him to help cover the 
household expenses by getting a job. He is very focused and willing to make sacrifices to 
achieve his goal. What advice would you give him? 

 

Scenario 2: Thandi is a 16-year-old girl who is saving money so she can study to be a nurse. 
One day she hears that her uncle has passed away, and her father asks her to pay for the 
funeral. Thandi has always wanted to become a nurse, but she loves her family and wants to 
support them. What should she do? 
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PARTICIPANT VISION & GOAL SETTING WORKSHEET 

 

My vision statement is: 

____________________________________________________________________ 

 

____________________________________________________________________ 

My mission statement is:  

 

 

____________________________________________________________________ 

 

My values are:  

 

 

____________________________________________________________________ 

 

Write down 3 goals to help you achieve your vision and mission statement based 
on your values:  

 

1. __________________________________________________________________ 

 

____________________________________________________________________ 

 

2. __________________________________________________________________ 

 

____________________________________________________________________ 

  

3. __________________________________________________________________ 

 

____________________________________________________________________ 

 

 

 

 



Bantwana Initiative of World Education, Inc. | Youth Work Readiness: Life Skills & Job Preparation  

LSJP Trainer’s Manual  |  Day 1, Topic 3  |  Page 28 

Are my 3 goals smart? Check off the SMART traits for each goal. 

SMART Goal 1 Goal 2 Goal 3 

Specific    

Measurable    

Attainable/Achievable    

Realistic    

Time Bound    
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Activity 3.4: Managing your time 

Objective: For participants to value time and develop skills to manage it more effectively 

Duration: 45 minutes 

Instructions:  

1. Show a 1-minute video clip on time management or come up with four pictures that 
show or explain the importance of time.  
https://www.youtube.com/watch?v=P7fBlEFa00c 

 

 

2. Ask participants what they thought of the video or the pictures. How is time viewed 
in your culture? What happens when someone shows up late for a meeting or misses 
a deadline? 

 

3. On the white board/flip chart, draw a box with four quadrants as shown below. Then 
guide them through an exercise where they will prioritize their life activities so as to 
understand time management. Explain each box to the participants and ask them to 
come up with examples for each type of task. Participants have to justify why their 
example fits into a specific category and not others. 

  

 

 

Alternatively, you could use a Sunrise/Sunset picture to facilitatate a discussion around use 
of time in a day. Every second lost in a day is never recovered – time keeps moving. We are 
have 24 hours to spend in a day, we should use every second wisely. 
 

 
We all have 24hours in a day. How are you investing your time? 



Bantwana Initiative of World Education, Inc. | Youth Work Readiness: Life Skills & Job Preparation  

LSJP Trainer’s Manual  |  Day 1, Topic 3  |  Page 30 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To get the exercise started ask them to call out examples of each category:  

 Urgent and Important: crisis, deadlines, problems with significant 
consequences 

 Urgent and not important: interruptions, calls, texts, emails 

 Not urgent and important: prevention, relationships, long-term 
commitments 

 Not urgent and not important: time wasters 

 

4. Lead a discussion: In Self-Leadership, you need to evaluate which of your goals are 
number one, two, three, or four. When you find yourself spending more time on the 
“urgent and important” goals, it means that you are failing to manage your deadlines 
and crisis items. If you spend your time on “urgent and not important” things, you are 
being managed by events in your life instead of managing those events. If you spend 
your time on the “not urgent and important’’ tasks, you have managed to focus on the 
future and are investing in things that last. If you spend time on “not urgent and not 
important,” you might as well be sitting at home doing nothing! Let us look at ways 
you can be goal-driven through better time management 

 

Close the session by talking about delegation as a effective tool for self-management. When 
looking at all of the tasks before you, it can be helpful to divide them into four groups:  

1. Tasks that I need to do myself 

2. Tasks that others can do (but that I will need to delegate and monitor) 

3. Tasks that can be simplified or broken into more manageable steps 

4. Tasks that can be eliminated 
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Delegation is an effective tool for self-management. Learning how to delegate and self-manage 
will enhance the opportunity for any individual to reach their maximum potential. Delegation, 
dividing up responsibilities, allows you to raise the standard and achieve more in less time 
because the level of production when working alone is limited. Therefore, delegation 
increases your capacity, allowing you to achieve many things at the same time. When used 
effectively, delegation can increase effectiveness of a high performing individual who has 
learned the art of delegation.  

 

 

 

 

 

 

  

Energizer and Team Builder: 

Get the teams to work out the think outside the box equation-how to join nine dots with only four 
strokes of a pen, without lifting the pen from the page. 
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Activity 3.5: Leading-up role play 

Objective: Participants will understand leadership in different forms 

Duration: 45 minutes 

Instructions:  

1. Introduce the idea that leaders can be found at all levels of organizations. You can be 
a leader wherever you are! However, leading from the bottom, middle, or top is going 
to take different forms. Ask the group to brainstorm characteristics of leaders in a 
workplace or business environment and put them up on the board. The idea will be 
to generate a broader concept of what “leadership” looks like. Some examples you 
might to highlight or contribute as the facilitators if they are not mentioned:  

 Caring 

 Learning 

 Appreciating 

 Contributing 

 Verbalizing 

 Leading 

 Succeeding  

 

2. Ask participants to work with their teams 
to create a situational role play that 
highlights the idea of “leading from any 
level.” 

3. Walk around each group to offer help and opinions 

4. Each group will present their role play in front of the class.  

5. After the presentations, ask participants to answer this question in their handbook: 
What are the challenges faced by leaders at the bottom of an organisation? Call on 
two or three participants to share their answer.   

6. Using a verbal fill in the blank approach, share the Principles Leaders Practice to “Lead 
up”.  

  

Takeaway Point: 

Think about how you can stay true to yourself and be a leader no matter where you are in an 
organization. 
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Principles Leaders Practice to “Lead UP” – Fill in the blank 

 Lead Yourself! Don’t Be Afraid to ____TAKE INITIATIVE____. 

 Lighten Your Leader’s Load – make their job ____EASIER____. 

 Be Willing to Do What Others ____WON’T DO____. 

 Take on the ____TOUGH JOB____. 

 Work hard even if you think that no one ____NOTICES____ you. 

 Learn to get along with ____DIFFICULT____ people. 

 Take calculated ____RISKS____. 

 Admit faults or mistakes, but never make ____EXCUSES____. 

 Do more than is ____EXPECTED____ of you. 

 Be the first to ____VOLUNTEER____ to help others. 

 Perform tasks that are not in your ____JOB DESCRIPTION____. 

 Know your leader’s ____PRIORITIES ____. 

 Know your leader’s ____STRENGTHS____. 

 Support your leader’s ____VISION____. 

 Understand your leader’s ____PERSONALITY____. 

 Earn your leader’s ____TRUST____. 

 

7. Time allowing, ask participants to get back into their teams and take 5 minutes to 
brainstorm ways to apply any three of these characteristics at work: 

a. Caring 

b. Learning 

c. Appreciating 

d. Contributing 

e. Verbalizing 

f. Leading 

g. Succeeding 
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DAY TWO: Communication, 
Teamwork & Administration Skills 

 

Topic 4: Communication 

Total time: 3 hours 

In this session you will help participants to understand what makes an effective communication 
in the work or business setting; the barriers to communication; and the processes and various 
tools for professional communication.  

Activity 4.1: Becoming and effective communicator 

Objective: Participants will understand different forms of communication 

Duration: 30 min 

Instructions:  

1. Explain that it is important to have clear, strong communication skills in all aspects of 
your life. This is especially true in the workplace. You will need co-workers to 
understand your verbal and written communications so you can be efficient and 
effective in your work. Breakdown in professional communications means a 
breakdown in your work – costing you and your organization valuable time and money. 
We are living in what is called the “Information Age” and we all process enormous 
quantities of communications every day. It is therefore critical that we become good, 
efficient, clear communicators in every facet of our lives. 

2. Ask participants to write out a definition of Communication. Call on two or three 
volunteers to read out what they wrote. You can supplement their definitions with 
the one in the textbox. 

Think about communication as having four phases:  

1) Sender 

2) Message 

3) Channel 

4) Receiver 

3. Ask participants to call out some examples of barriers to effective Communication 
that they have experienced. After each example, ask other participants to call out if 
that is a problem with the sender, message, channel or receiver. Here are some 
examples you could provide if needed: 

 Sender: Using a different language, unclear speech, emotional baggage 

 Message: Needs interpretation, can’t hear it well,  

 Channel: Phone not working, voice gone, using a technology or medium that the 
people the message is for don’t use 

 Receiver: Unwilling to listen, unable to listen, confused, misunderstanding 

Communication is the 
passing on of an idea or 
information from point A to 
point B through a medium 
and receiving a response. 
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Activity 4.2: Professional Communication 

Objective: Participants understand the different types of formal and informal communication 
used in work situations 

Duration: 45 minutes 

Instructions:  

1. Ask participants: what are some of the ways that you communicate with your friends? 
With your parents? How do you think this is different from the ways that people 
communicate in work or business situations?  

2. After taking some examples, explain to participants the three different ways or type 
of professional communication:  

 Written: Newsletter, report, note, notice, forum, fax, advertisement, email, 
letter, memo, minute-taking, resume 

 Reading: Emails, Internet, research, memos 

 Spoken: Meeting, telephone call, interview, informal chat, “elevator speech” 

 Visual: Body language, style of dress, appearance of your desk or office, use 
of photos or graphic design 

3. Some forms of communication might involve more than one aspect. Take social media, 
for example, or a remote “zoom” meeting. Ask participants to discuss these questions 
in their groups:  

a. How and when should social media be used?  

b. When is it okay to text or WhatsApp your boss (or vice versa)?  

Ask them to come up with a tip sheet for a friend who is starting or applying for a 
new job or business about using social media or doing an interview over “zoom” or 
face time. 

  

Energizer:  Broken Telephone 

Participants stands in a circle and someone whispers a message into their neighbour’s ear. That person 
whispers what they hear into the next person’s ear and so on. The aim of the game is to see whether the 

message remains the same when it returns to the person who originated the message. 
. 
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Activity 4.3: Taking Minutes 

Objective: Learn why meeting minutes are important and how to write them 

Duration: 1 hour 

Instructions:  

1. Explain that minutes are notes taken during a meeting to remind you what was 
discussed and agreed on. They do not need to be long, complicated, or fancy. They do 
need to record clearly and simply what decisions were made at the meeting and who 
is going to carry them out. 

2. To lead a role play, conduct a short meeting with a volunteer from each team. This 
meeting could be about planning for the fashion show or the graduation ceremony, 
for example. Other team members will observe, listen attentively and take notes. The 
volunteers participating in the meeting should also try to take notes while they 
participate. 

3. Each participant will prepare minutes from their notes, using the Minutes template 
from the handbook.  

 

 

 

 

 

 

 

 

 

 

 

  

Tips for Taking Minutes 

1. Keep It Simple! – do not try to write down everything; focus on critical information and 
summarize. 
 

2. Keep the basics under control – make sure you have a pen, paper, and agenda, make an 
attendance sheet in advance, have copies of previous meeting minutes and other materials you 
may need. 
 

3. Keep your notes rough – make them clear enough that you understand, but your notes can 
be simple.  You should include: 

a. Group name; date; time; place of meeting 
b. Underline headings for separate items 
c. Leave space between items so you can add extra info later if needed 
d. Underline or highlight action items and name who is responsible for getting these 

items done 
e. Make sure you give context when needed – especially when minutes are for people 

who weren’t at meeting 
f. Type up final notes soon after meeting, while they’re fresh in your mind 
g. Save them in an electronic file or a folder 
h. Distribute and share them with those present, and those who could not attend. 
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MEETING MINUTES TEMPLATE 

Purpose of Meeting: 

Date of Meeting: (Day/Month/Year) _____/_____/________ 

In attendance (names of people present in the meeting): 

 

____________________________________________________________________ 

 

____________________________________________________________________ 

Not in attendance (names of those who could not attend): 

 

____________________________________________________________________ 

 

____________________________________________________________________ 

Meeting Agenda: 

1. ______________________________________________________________ 

 

2. ______________________________________________________________ 

 

3. ______________________________________________________________ 

Discussion  Action Points Person 
Responsible 

1) 

 

 

  

2) 

 

 

  

3) 

 

 

  

Other items 
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Topic 5: Teamwork  

Total Time: 1 hour 

Write out these three or other inspirational quotes you might prefer about teams on 
flipcharts and post them around the room:  

“Teamwork makes the dream work!” 

“Finding good players is easy. Getting them to play as a team is another story.” 

~ Casey Stengel 

“With an enthusiastic team you can achieve almost anything.”  

~ Tahir Shah 

Activity 5.1: Teambuilding 

Objective: Understand the importance of teamwork for employment and entrepreneurship 

Duration: 1.5 hours 

Instructions:  

1. Ask participants to get into their groups and discuss the definition of the word “Team.” 
Agree on one definition, write it down on a large 
piece of paper.  

2. Have one person from each team put up their paper 
and read out the definition. Here are some other 
possible definitions that you could share and 
discuss. (For example, not all team members may 
share a common vision or views, but they may have 
to share a common task or goal.) 

3. Referencing the quotes posted about the room, 
facilitate a discussion about how one can develop 
team spirit in the workplace. Here are some 
pointers you could share:  

 Take time to know your teammates,  

 Understand the different strengths each person 
brings to the team 

 Support and encourage each other,  

 Love and believe in each other,  

 A team is as strong as its weakest link, so you don’t look down upon each other, 
respect is important. 

4. Have each group work as a team to develop a team-building activity that you could 
use in the workplace to develop better team spirit. 

5. Have one group pair up with another to teach each other their activity and vice versa. 

  

A team is a group of people 
who share a common vision 
and work together to 
achieve goals towards the 
fulfilment of that vision. 

A team is a group of people 
with a specific task to be 
accomplished characterised 
by one vision, same 
objectives, shared 
responsibility and 
communication. 
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Topic 6: Administration Skills 

Total Time: 1.5 hours 
 
Introduction:  Not everyone here will be an administrator. However administrative skills 
are a fundamental skill set that will help you succeed at any job or business, including skills for 
administering finances, supplies and equipment, and staff and volunteers. In this session we’ll 
learn what administration is, and we will learn some administrative skills, such as how to write 
a report and a memo.  
 
An administrator has to be an effective supervisor or coordinator and has four main functions:  

 Planning – the process of making plans for something 
 Organizing – the process of arrangements or preparations for an event, meeting, or 

activity 
 Directing – the process of focusing operations toward a specific outcome 
 Controlling – the process of supervising the running of and event or an activity 

 

Activity 6.1: Qualities of a Good Administrator 

Objective:  Understand the diverse qualities and skills of a good administrator 

Duration:  20 minutes 

Instructions:  

1. Ask the students: What are some of the qualities of a good administrator? Read 
out the fill in the blank sentences that are in their handbooks and have students fill it 
in: 

 
 Is highly ____ORGANIZED____. 
 Provides clear ____DIRECTION____. 
 Encourages two-way ____COMMUNICATION____. 
 Willing to coach and support ____PEOPLE____. 
 Knows how to ____DELEGATE____. 
 Knows how to ____LEAD-UP____. 
 Establishes on-going ____CONTROLS____. 
 Develops standard ____OPERATING____ procedures. 
 Has good ____TIME____ management. 
 Selects the right ____STAFF____ for the organization. 
 Understands the ____FINANCIAL____ implications of a decision. 
 Encourages new ____IDEAS____. 
 Gives clear ____DECISIONS____ when necessary. 
 Demonstrates a high level of ____INTEGRITY____. 

 
2. When participants are done writing, have volunteers read out each one and give an 

example. Fill in examples where needed. Note how many of the “soft” skills they 
learned on day one are on the list. 
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Activity 6.2: Report and Memo Writing 

Objective: To be able to produce a basic report and/or a memo 

Duration: 1 hour 

Instructions:  

1. Explain to participants what a report is and what a memo is:  

Report: 

A report is a communication used to provide a periodic or final update on a project or activity. 
NGO work involves a lot of reporting because it is usually donor funded. Reports are an 
important and required way the NGO shows they are using the funds and progress toward 
the objectives. Reports on specific activities, like this training or a visit to a field site, are also 
common requirements. In a business, a report could be about progress developing a new 
product, marketing effort, a client meeting, a business trip, or other activity. Usually, reports 
are written but may also be delivered verbally. Reports can be as short as 1 page or much 
longer depending on how complex your project is and the time period you are covering, e.g., 
monthly, quarterly, annual, etc. 

Before you start writing a report, these are some questions to ask yourself:  

1. Why am I writing the report? 

2. What time period should it cover? 

3. Who will read the report? 

4. What should I include in the report, in how much detail? 

5. What structure should I use? 

6. How should I format the report? 

Memo: 

A memo is a short, written communication (no more than a page) used to make requests, 
communicate a decision or new process, or make other announcements. Memos are usually 
internal but may also be external. A memo can be directed to one person, for the purposes 
of recording something, or they can go to the whole company to widely communicate 
important information that everyone needs to know.  

Before you start writing a memo, ask yourself these questions:  

1. What is the purpose of the memo – what am I communicating?  

2. Who is the memo directed to?  

3. Who else needs to see it? 

4. What are the key points that need to be included? 

5. What actions are readers supposed to take? 
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Activity Instructions continued:  

2. Instruct each participant to write either a report or a memo during this time.  They 
can do the other format for homework.  

a. For the Report, participants could act as the facilitator preparing a report on 
this training or you can provide another scenario.  

b. For the memo, participants could prepare a communication about the 
expectations for the graduation day. Students may work in pairs if they choose. 
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GENERIC REPORT TEMPLATE 

 
Title: The title is your first contact with the reader and should inform them about what they are 
about to read, what type of report (e.g. trip report, training report, quarterly project report), and for 
what project/effort. 
 
Date of Report: 
 
Time period of covered: (e.g. dates of trip or training; dates of project quarter) 
 
Prepared by: 
 
Submitted to: 
 
Background: Provide an introduction that explains what the report is about.  
 
Objectives: Bullets or concise summary of what you aim to cover in the report 
 
Activities: This is the body of the report. Use headings and sub-headings to breakout your 
presentation of different activities. This section should convey what was done, who did it, when, why, 
where and what the results were of the activity. It should mention any challenges that arose and how 
they were addressed. Avoid vague statements; go into enough detail and specifics to satisfy your 
audience.  
 
Recommendations and Next Steps: Include a short section with any relevant 
recommendations and concrete follow-up actions planned where appropriate. 
 
Conclusion: Short closing paragraph or sentence to reiterate the main points.  
  



Bantwana Initiative of World Education, Inc. | Youth Work Readiness: Life Skills & Job Preparation  

LSJP Trainer’s Manual  |  Day 2, Topic 6  |  Page 43 

 

GENERIC MEMO TEMPLATE 

 
MEMO 

 
 
Date:   ______________________ 
 
 
To:   ______________________ 
 
 
Cc:   ______________________ 
 
 
From:   ______________________ 
 
 
Subject:  ______________________ 
 
 
 
[Insert main text of the memo here.] 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Signed: ________________________________________ 
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Topic 7: Dress for Success (Personal Grooming) 

Total time: 2 hours 

The aim of this session is for participants to understand the importance of personal grooming 
and dressing appropriately for the work they want to do. In this student led session, the 
students must work together to put on a fashion show that features different types of dressing 
for different occasions, including daily work and work-related events, the weekend, etc. This 
will require teamwork, administrative skills like planning and prioritizing tasks, and people 
management. 

Introduction: Personal grooming is important for a positive self-image and for creating a 
positive impression about you among those you work with and/or interact with as part of 
your business. When you go for a job interview or meet a client for the first time, making a 
positive first impression is really important. Ask the students:  

What do you notice when you look at someone for the first time? Ask students to 
brainstorm some positive things, and some negative things they might notice. 

Positive things: Professionalism. Level of sophistication or poise. Intelligence. 
Approachability/pleasant facial expression. “Put together” 

Negative things: lack of self-care. Inappropriate attire for occasion. Negative 
demeaner. Poor posture or body language. 

What are the things you need to pay attention to in order to make a good first 
impression? Grooming involves all the aspects of your body:  

 Overall cleanliness 

 Hair 

 Nails  

 Teeth 

 Uniform/work attire – unwrinkled, clean, neat, appropriate 

 Make-up 

See “Do’s” and “Don’ts” handout in the Student Workbook 

Activity 7.1: Putting on a Fashion Show 

Objective: Participants apply learning about personal grooming and dressing for success, as 
well as teamwork and organizing 

Duration: 1 – 1.5 hours 

Instructions: Have participants work as a group to assign roles and plan for the fashion 
show. They can then break into smaller teams to plan for assigned tasks. They will need to 
identify equipment they will need, decide on music, how they will organize or theme the 
presentation, and so on. Task teams will come together at the end to present and contribute 
to the overall plan. 

See Fashion Show planning sheet in the Student Workbook.  
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DAY THREE: Financial Literacy 
On The Money Programme  

The On the Money Programme developed by Old Mutual is a financial education initiative 
created to teach financial literacy and the best way to manage funds. The programme is based 
on the behaviours of the “Big Five” wild animals. The unique characteristics of the Lion, 
Leopard, Elephant, Rhino and Buffalo, as found in nature, have been distilled to teach us on 
how to manage our personal and family finances.  

THE BIG 5 SECRETS OF MONEY MANAGEMENT 

 

 

 

 

Animal Principles 

Secret of 
the Lion:  
 

 Commit to a savings plan. 
 Identify the minimum savings level you should have and how to 

achieve this. 
 Identify different savings vehicles available to you. 

Secret of 
the 
Leopard: 
 

 Record planned, clear and specific short-, medium- and long-term 
visions that are realistic, achievable and inspiring. 

 Understand the importance of reflecting on and researching your 
visions, and the best way to get support for achieving them. 

 Use your visions to ensure easier and more consistent financial 
discipline (i.e. help you deal with the urge to splurge). 

Secret of 
the 
Elephant: 
 

 Identify different kinds of expenses and how to manage them. 
 Develop a family budget at least once a year. 
 List a simple five-step budgeting process that works. 
 Develop a plan to track difficult variable expenses using the "elephant 

envelopes" method. 

Secret of 
the Rhino 
 

 Plan and manage your debt. 
 Identify the risks, pitfalls, limitations and unforeseen events that affect 

a budget. 
 Understand how to charge down your debt. 
 Understand the consequences of not having a good credit rating. 

Secret of 
the Buffalo: 
 

 Understand why you have to invest to increase your assets. 
 Understand the power of compound interest. 
 List and explain the four financial options to save money. 
 Know your rights when dealing with investment brokers and 

products. 
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DAY FOUR: Interview Skills, Resume 
Writing, and Computer Basics 

Topic 8: Preparing for the Big Day 

Total Time: 3 hours 

Introduction: There are a number of key steps to getting a job.  

 Find the right fit. Look for positions that matches your skill-level, experience and 
interests. That entry level job might not be your dream job, but if it’s in a company or 
field of work that interests you, that’s a “way in.”  

 Use your connections. Getting that first job is the hardest. Who do you know that 
runs a company or small business that can employ you or can give you a reference? 

 Get Noticed. Update and tailor your application, cover letter, and CV to the job. Call 
to follow-up and show interest.  

 Ace the Interview. See secrets to successful interview below. 

 Follow-up: send a thank you note, call to find out if they have made a decision. If there 
is more than one candidate that the employer likes, the one who follows up and shows 
interest and (polite) persistence may win out. If you don’t get the job, ask for feedback 
to help you succeed elsewhere or if a future position opens up. 

 Keep trying. Expect to go on multiple job interviews before you get an offer. It may 
feel discouraging but think of each time as a learning and practice experience. Don’t 
give up! 

The secret to a successful interview is to be prepared. What do you need to do to be 
prepared for an interview?  

 Do your research – make sure you are familiar with the company, the job description, 
and what the company is looking for. 

 Update your CV/resume and make sure you have 2-3 printed copies to take to the 
interview. 

 Dress appropriately – Ask your point of contact at the company what their dress code 
is. You do not want to show up too dressy or too casual. 

 Shortlist and familiarize yourself with 5-6 of your top skills. 

 Take time to travel to and find the location for the interview at around the time you 
will need to. You will know how long it takes to get there, where the entrance to the 
office is, and so on. 

 

 

 

 

 

 

Tips to Make a Good First Impression:  

 Be on time. Give yourself enough time for things to go wrong with transportation 
 Smile and make eye contact. 
 Give a firm handshake – but do not be aggressive. 
 Keep breathing – keeps your nerves calm 
 Keep your phone on silent and out of sight 
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What should you do after the interview?  

 Thank the interviewer or his or her time 

 Reiterate your interest in the position and your availability (when you could start) 

 Ask if you can telephone or email in a few days to check the status of your 
application? If they offer to contact you, politely ask when you might expect to 
hear from them 

 Send a thank you note or email within one day. 

 

Activity 8.1: Mock Interview 

Objective: Prepare participants with practical interview skills 

Duration: 1 hour 

Instructions:  

1. Ask participants to work in their groups to create two role plays. One role play shows 
poor interview preparation and skills. One role play shows an individual who is 
thoroughly prepared and skilful. 

2. Call on groups to act out their role plays. Highlight the link between grooming and 
interview skills. Refer to the Interview “Do’s and Don’ts” Sheet below and in the 
handbook. 

3. After each role play, ask other group members to provide one or two quick points of 
constructive criticism – one thing they did well, one thing they could improve. 

4. Conduct a few mock interviews with participants who were not part of the role play, 
highlighting the seriousness of the whole process. When conducting the mock 
interviews, include situational questions that can spontaneously come up during 
interviews to test the participant’s ability to respond to novel situations.  

 You have been placed in charge of a project team for a new project. What are 
your first steps to get the team going?  

 Who would you talk to if you discovered a co-worker was disclosing 
confidential information?  

 What would you do if you realized at deadline time that a report you wrote 
for your boss had some critical errors? 

 What would you do if you disagree with the way your supervisor handled a 
problem? 

 

Refer to the Participants handbook for examples of such questions and responses. 
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Interview Do’s and Don’ts 

DO DON’T 

Smile Frown or grin too much! 

Focus on Professional Experience Talk about your Family/Personal Life 

Discuss what you are looking for in a job Make negative comments about your old 
boss or company 

Relax! Stress! 

Maintain eye contact Look at the ground or avoid of eye contact 

Ask what they are looking for in a candidate 
A job search can be hard work and involve 
frustrations; do not exhibit frustrations or a 
negative attitude in an interview 

Have a printed copy of your CV or resume 
and the job description 

Do not give the impression you are only 
interested in salary; do not ask about salary 
and benefits issues until the subject is 
brought up by your interviewer. 

Dress Smartly Untidy personal appearance 
 

Listen to be sure you understand your 
interviewer's name and the correct 
pronunciation. 

Do not be late for the interview. Arrive at 
least 10 minutes early. 

Ask for clarification if you do not understand 
a question. Lack of enthusiasm for the job 

Be thorough in your responses, while being 
concise in your wording. Inability to express information clearly 

Even when your interviewer gives you a first 
and last name, address your interviewer by 
title (Ms., Mr., Dr.) and last name, until 
invited to do otherwise 

Do not assume that a female interviewer is 
"Mrs." or "Miss." Address her as "Ms." unless 
told otherwise. Her marital status is 
irrelevant to the purpose of the interview 

Sit still in your seat; avoid fidgeting and 
slouching. 

Do not take cell phone calls during an 
interview. If you carry a cell phone, turn it 
off during the interview to be sure it does 
not ring 
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Activity 8.2: Preparing a CV/Resume and Cover Letter 

Objective: Participants learn to prepare an attractive, accurate and well written resume and 
cover letter 

Duration: 1.5 hours 

Instructions:  

1. Explain that the Cover Letter is a professional letter that accompanies your CV. It 
describes why you are sending the CV in response to an advert and summarizes your 
experiences and job educational background relevant to the specific position that you 
are applying for.  

2. Explain that a “Curriculum Vitae or CV” also called a resume, is a summary of your 
experiences and skills relevant to the field of work you are in or are preparing to be 
in. It highlights your accomplishments to show a potential employer that you are 
qualified for the work you want. It is NOT a biography of everything you have ever 
done. The purpose of a CV/resume is to get you an interview.  

Key Elements to Include in your CV 

a) Name and Address - Be sure to put this at the top of the document. Include your 
email address and phone number. 

b) Objective/Keywords/Summary - In 1-2 sentences, state what type of position you 
are looking for and what your key strengths are. 

c) Experience - List dates, companies, and job titles of all paid/voluntary positions 
you’ve held. You can include 2-3 bullet points of your specific responsibilities  

d) Education - List your high school names and dates attended, with most recent 
education listed at the top. If your coursework is relevant to the job, list specific 
courses you’d like to highlight. If you won awards/had leadership opportunities at 
school/university, list these too. 

e) Interests/Hobbies - Include these, especially if they give your future employer a 
better sense of who you are. Employers like to know they’re hiring interesting people!  

f) Skills (optional) - You can list Languages you speak; Computer skills; other very 
specific technical skills, as relevant. 

g) References - List 2-3 references, including: name, job title, company name, phone 
number, email address. Make sure you’ve checked with your references that they 
know you’ve listed them! 

Refer the Participant’s Handbook for sample CV and cover letter. 
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SAMPLE COVER LETTER 

 

DD [Month] 20XX 

 

The Director, Human Resources 
World Education Inc.  
29 Lawson Avenue, Milton Park  
Harare 

 

Dear Ms. Moyo 

 

RE: APPLICATION FOR AN INTERNSHIP 

 

I am writing to apply for an Internship with World Education Inc. I recently completed Form III 
at Harare High School, where I passed with a 2.1 pass mark. I was unable to complete Form IV 
due to a family issue and am seeking on-the-job learning opportunities. 

I have gained hands-on experience in basic bookkeeping working at my local church, where I am 
a volunteer secretary. My main duties are to receive money, receipt people and bank funds. 

Your internship will offer me an opportunity to strengthen my work skills and give me more 
experience in the field of finance and development work.  

Enclosed is my CV. I look forward to the prospect of speaking to you further about this 
position.  

 

Yours Sincerely, 

 

[Signature here] 

 

Mary Dube 

154 Mabvuku Street 

Harare 

0773 xxx xxx 

MDube@xxx.com 
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SAMPLE CURRICULUM VITAE 

Mary Dube 
01/01/2003

154 Mabvuku Street 
Harare 

0771 xxx xxx 
mdube@xxx.com 

 

SUMMARY  

I am a creative, self-motivated person with strengths in journalistic writing and project planning 
and monitoring.  

PROFESSIONAL EXPERIENCE  

Volunteer Secretary at Church – January 2018 to present 

 Collects money at services 
 Receipts individuals who make contributions 
 Banks money after services 

EDUCATION  

Harare Secondary School 2017-2019  –  Overall Pass 2.1 

 

PROFESSIONAL AND ACADEMIC AWARDS 

 Won an Award for Best Math Student at Harare Secondary School in June 2018 

LANGUAGES 

 Shona, Ndebele and English 

HOBBIES AND INTERESTS 

 Playing football, singing 

REFERENCES  

Pastor John Moyo  Mrs. Rita Michael 

District Pastor   Head Maths Teacher  

ABC Church   Harare High School 

123 Mbvuku Tafara  Third Ave 

Harare    Harare 

0772 XXXXXX  0773 XXXXXX 
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Topic 9: Computer Basics     

Total time: 3 hours 

The main activity will be to get each student in front of a computer in order to learn and 
master basic functions. By the end of the three hours, students should be able to open, save 
and work on a Word Document. The course will follow the basic learning guide below, with 
hands on support:  

1. How to Handle the Computer  

a. Have clean hands when switching on and off the computer 

b. No food or drink around the computer 

c. No direct contact with heat e.g., don’t leave it in the sun 

d. Do not touch the screen unnecessarily 

e. Have a power surge to protect the computer when you leave it on. 

f. Keep the bag clean and make sure laptop is secure when in the bag 

g. Cleaning is done once in a while by using methylated spirit and cotton wool 

2. Switching Computer On and Off  

a. Never switch off computer when its booting up 

b. Follow the proper procedures 

c. When switching off, first save the document that you are working on, then 
close the window that you are working in 

3. Common Terminology  

a. Hardware 

i. Keyboard contains function keys which executes instructions from end 
user. 

ii. Touchpad or finger pad is equivalent to mouse 

iii. Space bar used to insert spaces between words and punctuation 

b. Software 

i. All software has programmes with special functions that help you work 
thru them. One thing in common is the format toolbar 

4. Finding a Program        

a. Go to start menu 

b. Press enter or click once on the touch pad or you can click left button once 

c. Choose a programme and highlight it 

d. Press enter or click once left button 

5. Saving onto a Flash Disc 

a. Go to File  Save as. Click on Save as. 
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b. Find saving medium on task menu. For flash disk its either G, E, or F. It will be 
written removable disk 

c. Press enter.   

d. You are now in flash disk then give your file a name. 

e. Press enter, it automatically saves your document.  

6. Saving on C Drive 

a. Go to File  Save as. Click on Save as. 

b. View task menu 

c. Choose relevant folder 

d. Press enter 

e. Give your file a name 

f. Press enter then document is saved 

g. When working on a document you can automatically save the save icon on the 
formatting tool bar 

7. Retrieving a File 

a. Go to File  Open. Click on Open. 

b. View task menu 

c. Choose relevant folder 

d. Press enter 

e. Choose file 

f. Press enter 

g. File opened 

8. Creating a File 

a. Go to File  New Document. Click on New Document. 

b. You will get a blank page as a new document. 

9. Deleting a File 

a. Go to file 

b. Highlight delete 

c. Press enter 

d. Golden rule NEVER DELETE UNLESS YOU ARE VERY SURE YOU WANT 
TO DELETE. NEVER DELETE PROGRAMMES. 

10. Creating a Folder 

a. View task menu. 

b. Go to new folder icon and press enter 

c. Name the folder 

d. Press enter and you are in the folder 
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11. Printing a File 

a. Go to File  Print/Print Preview. Click on Save as. 

b. Make any necessary changes, save, and close preview 

c. Save Document 

d. Press print by either pointing to the print icon with the 
arrow key 

12. Changing Font to Capital letters 

a. There are three ways to change font to capital letters. 

b. Press down the shift key and type in the letters you want, there will be capital 
letters. E.g. PRECIOUS 

c. Press caps lock once – letters will be in capitals 

d. Highlight the word or paragraph you want change. Go to format on the task 
menu, highlight change case, highlight upper case. E.g. DOCUMENT 

e. Automatic using the Caps icon 

13. Copy and Paste 

a. Highlight the document you want to copy 

b. Go to edit and highlight copy 

c. Go to position where you intend to paste  

d. Go to edit and highlight paste and click 

14. The Difference between Copying and Cutting 

a. When copying text from a document, the original document is not adjusted.  

b. When cutting text from a document, the original document is adjusted because 
you remove text from the document 

15. Moving Within Text 

a. The down arrow helps you to move to the next line 

b. The up arrow helps you to move to the previous line 

c. The right and left arrows help you move along a line- letter by letter 

d. The end key helps you move to the end of the line 

e. The home key helps you to go to the beginning of the line 

f. Page down helps you to move to the next screen or page 

g. Page up goes to previous screen or page 

h. Control key plus the right arrow helps you move to the next word 

i. Control key plus the left arrow helps you move to the previous word 

j. Control key plus end key helps you move to the end document 

k. Control key plus home key helps you move to the beginning of the document 

Homework: 

Discover and write 
notes on how to copy 
and how to paste. 

In Print Preview 
you have an 
opportunity to 
edit document 
before you print. 
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l. The enter key helps create space between lines and also to start a new 
sentence 

m. Shift key helps you activate second function key  

n. Backspace key helps you delete space within a line and to delete extra space 
line by line 

o. The delete key helps you delete larger amounts of text 

p. Insert key helps you to insert new text by writing over old text 

q. The scroll key helps you the curser key move through the document faster. 

r. Escape key is like the backspace key that delete the last instruction 

s. Tab key helps you indent or move margins in a document 

t. Control key helps works in conjunction with other keys 

u. Window key takes you to start menu 

v. Alt key plus control and delete key helps you end a program 

w. Space bar helps create space between words 

16. Inserting page numbers in a document 

a. Go to insert menu 

b. Highlight and click page numbers 

c. Select position of page numbers either top or bottom 

d. Select alignment of page numbers left, right or centre 

17. Inserting a picture in a document 

a. Go to insert menu 

b. Highlight insert picture 

c. Select from the menu on the right the folder or gallery of the picture you want 
to use and click 

d. View and select picture 

e. Copy picture and close gallery or folder 

f. Place curser on the position you want to place picture 

g. Click on paste 

18. Inserting Text Box.  

a. Place curser where you want the text box 

b. Go to insert menu 

c. Highlight and click on text box 

d. Type text  

e. Either leave the boarder as it is or adjust to your liking

A text box gives 
text a border. This 
is useful for fliers, 
newsletters, or 
highlights. 
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DAY FIVE: Building your self-esteem 
for success at work 

 

In this final day, the students will cover activities on self-esteem, host the fashion show, and 
participate in the graduation ceremony. If there is time, you can build in additional skill areas 
that students may want to learn about or practice, like budgeting or working on their CVs.  

Topic 10: Self-Esteem  

An essential soft skill for success in work 

Total time: 1 hour 

Fundamental to the development and effective use of life skills 
is the concept that young people have an understanding of their 
own worth. Building self–esteem is an integral part of all life 
skills sessions.  

Self-esteem refers to the way we feel about ourselves, how 
we handle the way we feel about ourselves and how we handle 
the world.  

How we feel about ourselves influences how others feel about 
us. Our performance is higher when we feel good about 
ourselves and vice versa. Our relationship with others is 
affected by the way we feel about ourselves.  

Activity 10.1: Building your self-esteem 

Objective: Participants internalize positive views about themselves 

Duration: 1 hour 

Instructions:  

1. Ask participants to think about the word “self-esteem” for two minutes. 

2. Ask them to comment on how they think someone can build self-esteem. Write these 
up on the flip chart. Here are some prompts:  

a. Believe in Yourself – Self Belief 

b. What you think of yourself is much more important than what others think of 
you 

c. Stop comparing yourself to other people – be proud of your self 

3. Organize the participants into pairs. Have each member in a pair tell their partner how 
they feel about themselves and tell their partner something positive about themselves 

 

 

SELF-ESTEEM 

Self-esteem refers to the 
way we see and think 
about ourselves. It is 

your opinion of yourself. 

High self-esteem is a 
good opinion of yourself. 

Low self-esteem is a bad 
opinion of yourself. 
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Building Your Self-Esteem: 

 Forgive yourself for the past mistakes 
 Celebrate your qualities & uniqueness 
 Remind yourself of your journey 

 List your past success & achievements 
 Accept compliments with a smile and a thank you 

 Associate with supportive people. 
 Stop comparing yourself with other people. 
 Believe in yourself and your abilities/gifts 

 Have a positive self-image 
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OUR FINAL PRODUCT & 
GRADUATION  

The participants will gather for the fashion show, which may be presented as part of the 
graduation or before, depending on the plan that has been developed.  

The participants will then work with the facilitators to prepare themselves the graduation.  

The facilitators will guide the participants in positive thinking, coming back to the idea of 
transformational leadership.  

Below is some guidance for a closing, inspirational dialogue: 

 

Closing, Inspirational Dialogue Examples: 

As we come to the end of this training, our final product is to develop an empowered young 
leader—YOU—who is able to function effectively within any organisation they find 
themselves in.  

We seek to present an empowered young leader who is excellent at what they do; efficient 
in how they do it; and effective in the final outcome. Africa requires a new breed of leaders 
who will be able to provide solutions to various challenges and situations.  

Transformational leaders of integrity are going to be foundational to this process of change 
on our continent. In this training, you have received the tools to become a young leader who 
understands leadership formation at its various levels to ensure productivity, excellence, 
efficiency, and effectiveness in the workplace.  

You now have a foundation for long-lasting and sustainable leadership and 
understand that character formation is a building block for leadership effectiveness.  

You have developed skills so you can produce results at the level you will be expected to 
function. You must build on this training in your professional life and become the leader you 
have the potential to be.  

1. Potential Power:   Shape and Seed 

2. Purpose Power:   Identity, Assignment, destiny 

3. Paradigm Power:   Ideas and mindsets have consequences 

4. Process Power:   Laws of seed, time and harvest 

5. Position Power:   Authority that comes when it is delegated or through an office. 

6. Practical Power:  Gifts and skills he has given to people. 

7. Personhood Power:  The ability to become a holistic leader who has converged, 
manifesting leadership as influence. 

8. Pure Power:   Love (Heart), Wisdom (Soul), Destiny (Strength) 
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Final Activity: Graduation 

Objective: To acknowledge the work that participants have done and present certificates 

Duration: 2 hours 

Instructions:  

1. Provide a simple graduation set-up with a front table for the guest of honor to speak 
from, if applicable, and present certificates to participants 

2. Participants will present 2-minute group role-plays on work readiness behaviors 
learned during the trainings 

3. Motivational speech from the trainer and or an invited guest 

4. Three volunteer participants will present testimonials on their experience of the 
training 

5. Presentation of Certificates 

6. Additional awards such as prizes for best dressed, most participation, etc. may be given 
by the trainer. 
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ANNEX I:     Monitoring Templates & Tools 
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ANNEX II:   Participant Work Readiness Behaviours Booklet 

 
 

  

 
Work Readiness Behaviors Participant Booklet 
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Work Readiness Behaviors 
 
 
1. Influence 

Outline a situation where you influenced others to do an action or complete a task. 
 
……………………………………………………………………………………………………………………………… 

……………………………………………………………………………………………………………………………… 

……………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………… 
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2. Goal Setting 
 
Write a goal you have set for yourself. The goal should be Specific, Measurable, 
Realistic, and Time-bound 

 
………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………… 
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3. Effective Communication 

 
Write an instance where there was a barrier to communication, and you used a defined 
strategy to overcome the barrier and communicate effectively. 

 
………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………….… 
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4. Planning and Monitoring 

 
Write about how you broke down an activity into small, time defined tasks. 

 
………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………….. 
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5. Delegation 

 
Write about a time you delegated a task to others and monitored them through to 
achieve a set goal. 
……………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………..……… 
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6. Creativity and Innovation 
 
Write about a time you showed creativity and innovation. 
………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………….. 
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7. Information Seeking 

 
Write about a time you sought out information so that you could accomplish a task. 

 
………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………….. 
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8. Confidence 

 
Write about a time you demonstrated confidence  

 
………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………….. 

 
 
 
 
 



Bantwana Initiative of World Education, Inc. | Youth Work Readiness: Life Skills & Job Preparation  

LSJP Trainer’s Manual  |  ANNEX  |  Page 101 

 
9. Problem Solving 

 
Write about a time you were faced with a difficult task or situation and how you used a 
defined strategy to solve it. 

 
………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………… 
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