So what are life skills?

A definitive list is something educators, governments and employers continue to discuss. But no matter
if you call them life skills, 21st century skills, soft skills, etc. students who are able to understand and use
these skills, along with their educational qualifications, will be better placed to take advantage of
educational and employment opportunities.

,,,Dr. Spencer Kagan is an internationally acclaimed researcher, presenter and author of over 100 books,

Thinking skills Working skills
Creativity/imagination Communication/collaboration/
Problem solving Cooperation
Decision making People Management
Self knowledge Time management
Critical thinking Organisation
Accessing and analysing information Negotiating
Leading by influence

Learning skills Social skills

ICT Citizenship

Agility and adaptability Social responsibility
Receiving and giving feedback Cultural awareness
Handling cri . Social development
Innovation/exploration Respecting diversity
Learner autonomy Networking

Listening skills Good listening skills are invaluable to forming rapport with others... However, skilful
listening is about more than ‘hearing words’. It involves understanding the message, the situation and
other people. There is an art in being able to discover what another person is trying to communicate,
and this can take many years to perfect. Think of a recent situation when you felt that you were trying
to communicate your point of view and could not make yourself heard.

¢ What was the situation: what happened?

¢ How did you feel?

¢ What did you do?

¢ What could the ‘listener’ or ‘listeners’ have done differently to help you feel you had been listened to?

(Taken from Palgrave, Skills for Success 3rd edition, by Stella Cottrell p. 135)
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RESPECTING OTHERS/

COMMUNICATION

class discussion

Plato was an expert in debate, it was central to his character. Still today, school
and the working world present students with different ways in which they are
asked to share their opinion. Employee engagement is seen as important in
many places from supermarkets and fast-food retailers to .com businesses and

health-care providers.

Aim: To help students understand the process
involved in a successful debate/discussion

Materials: paper & pen/whiteboard

Ask students to think of supparting ressors for
their view, Students should work in groups to
prepare thetr ressons for thetr choice. If possible
set this as & homework task 5o that students
have time 1o research ther arguments on the
Intemet

They should siso think sbout what questions

a4 moderator [who should not take either side)

might asgk

Explain how a debate is conducted:

1. The moderator will pose the questions

2. Only one person should be speaking &t a
time - but that doesn’t mean the other
spealesr cannot interrupt {see below)

3. I the discussion stalls and noone is
spesking, the moderator should ask a
guestion related to the subject, to get the
groups talking again

. Set a time krmat for any one speaker (80-30
seconds works well for lower-level students)
. Encourage polite interruptions — Tm sony to
mterrupt, but | want to say/add Before you
carryon canl '
Excuse me, but

What are the key life skills students will cover
in this session?

@ Active listening - When responding to a point
made by Speaker A, students should show that
they have been listening by summarsing Speaker
A% point before presenting reasons why they
have a different paint of view. Their own facts
should give a weakness/altermative to Speaker As
point-of-wview

® Speakers should use powerful words to
communicate their point of view, Ressanch
shows_ ' is much stronger that 1 think " and
numenical data or opinion poll results are a
convincing support to arguments.

® Use facts rather than emotions (dogs may be
cute but that's a subjective view)

@ As moderator, include everyons in he
discussion ~ 30 ¥ Speaker A answered the frst
question, ask the second one to Speaker B If
there are more than two Speakers, make sure

1o inwite all the speakers 10 comment o that
everyone has a chance to contribute

@ As the discussion nears its end, the moderatar
should afiow each side/speaker to sum up the
major points in support of their view. This should
be no mare than 2 or § sentences and should not
be interrupted by the other speaker(s)

® Agree 1o dusagree - once all the speakers have
surmmed up, the moderatar should thank all
particppants without expressing thesr opinion
Have students change roles so that they

take both sides of an argument and play the
moderator’s role. Which was the most d&ifficult?
Why?
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COMMUNICATION

N

Much more than the words we speak

Shakespeare may not have had a computer or tablet, but he communicated so much through a
variety of plays, sonnets and speeches. He needed to think not just about the words, but about
how those words were delivered. In Shakespeare's time only men were actors; body language,
tone of voice and ‘presence’ were as important then as they are today.

Aim: to equip students with interview skills

Materials: copy of the body language table
per pair/group

In EFL classes students and teachers are very
keen that good communication skills are
developed and we work hard at prorunciation,
stress, sentence construction oic but

some surveys suggest only 7X of what we
communicate & through actual words. With
online corferencing our body language is
even more important than it may have been
in the past. and for day-to-day life it's essential
we know how to make the most of our
communicative skills

Body Language Ask your students to try and
put as many ideas into the table for each
saction as they can

Someone comes across as aggressive if they
Possible answers could include

Stand wath hands on haps

Stand wath feet apart (as of about to punch)
Stand too ciose - I'wading personal space
Point fingers and gesture

Fold thelr arms over their chest

Avosd shaking hands

Stare (in a fived manner)

Someane COMES aCTORs as nervous if they
Feasible answers could include

Avold eye contact

Bite their naily/chewing thedr lip

Move restiessly from ane foot to another
Blush and/or sweat

Don't shake hands or give a quick imgp
handshake

smile/augh (inappropriately)

Once the interview s progressing, your
students may well have to make a PowerPoint
presentation. If you have made a good

the key points so they will remember them?
Three main techmiques for students 1o use, that
many great communicators have sdopted, are:
1. Pause just before you deliver a ey pomt. For
example, “In conclusion, the skills that make
me right for this job are. [pause) . then list the
points.

Now ask students to rework the ideas in each
section into what they think is more positive body
language For example: keep your arms opery

by your side: nod your headfacknowledge what
the speaker is saying: lean in to the spesker, copy
the posture of the speaker to show empathy
{sometimes called postural echo), extend your
hand and give a fam handshake and look the
person in the eye/maintain good eye contact (d

Have the students read the text while mirroring
one type of body language from above. Could the
other students recognise the body language?

Someone comes across as defensive if they
Possible answers could Include

Hunch thetr shoulders

Maie no or limated eye contact

Show imited acknowledgement/agreemant
Lean away

Haold thetr head to one side

Someone comes across as bored if they

Possible answears could include

Look around the room rather than at the speaker
Look at thetr watch repeatedly

Yawrnvrub thetr face

Shuffie in thetr seat/stretch thetr back or shoulders
Gaf standing)

Let their eyes glaze over

2. Repeat the key phrase For example. * The team
I %ed last year were the mast productive they
had been in four years .. most productive in fowr
years

3. Strengthen your voice to stress 3 point,
Practice this technique with your students as

it can often become mare of & shout or & high
pitched squeak, but when done wedl especially
in & presentation, it can be very powerful For
example, *| found that job challenging but
overcame the administrative hurdles by~
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KNOW YOURSELF

understanding how your
reactions influence others

Do they think, feel or do the same things for
diferent emotions?

Posstble situations

(When I'm angry._. ) others see me .. o
Ask students to think about how ther reactions 2 lent o valuable favourt!
will make others think and feel an extvbahion and ¢ has been stol
Coudd thes influence what other people do? 1
Can this be positive or negative?

Explain that sometimes what we do seems 1o

conflict with how we feel for example,

sve just pasaed n really difficu
and oot an A, but your mend got a D

Can we rraster our feslings”?

themselves the centre of attention

Put the students into groups and ask them to
create three scenanos for a particular situation
[see box):

Scenario 1 - based on some of their own
reactions to the situstion

Scenario 2 ~ based on the WORST possible
reactions to the stuation

Scenario 3 - the BEST pessible reactions 1o the
situation (which creates a positive outcome)
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GET ORGANISED

Email organisation

Einstein was a scientist who made the most of his time. In images and
photographs his desk looks messy but he knew where to find what he
needed. He was able to work on several theories at the same time but he
found a system of filing that worked for him and he stuck to it, being able to
find things at a moment’s notice.

Aim: This lesson gives students practical

ideas for getting organised in the digital 3. Sort out all the messages that coms
world. into your inbox FAST

Materials: mobile phone with messages or

email system on a computer/tablet

Dern't multi-tash (o be more productive

1. Set aside 20 mimustes, every couple of hours, .

1o go through your emails Once this time has you sek for noti oL Once
passed, log out of your email programme or follow up flag n your calendar to o
tum off your intermnet connection and work on [for exarmple 8 week lat=r)

your paperwork or projects

2. Use the sort Aunctions to maximise the

20 mimstes

L. Sort/quickly scan for any red flags, urgent or
ematls marked with a ! Open and read these
straight away - especially if they are from your
line manager/boss.

i Sort by subject to pull together email streams
- read the earliest one. $0 you understand what
the irutial ermail was about AND THEN the maost
recent one to see If you need to weply or if the
discussion has been resolved/answered If you
need to get involved refer back to the replies
and forwawrd, action or save as appropriate.

1L Sort by sender Immediately Trash/dedete
anything not relevant 1o your job (usually
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