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UNIT 3: CAREER READINESS/INTERPERSONAL SKILLS 
LESSON 1: MAKING DECESIONS 
 
 
GOALS: The learner will:  

 Understand the importance of making decisions 
 Understand the importance of setting boundaries and how to set 

boundaries 
 Understand that conflict can be positive if handled effectively 
 Understand the benefits of negotiation 
  Understand different team player styles  

 
PERFORMANCE TASK: The learner will:  

 Explain positive decision making strategies  
 Develop setting boundaries for herself/himself 
 Create a conflict web  
 Analyze team player style 
 Summarize making decisions  

 
STANDARDS: (9.4.5.C1), (9.4.2.IML.2), (9.4.2.CI.2) 
 
 
 
 
 
 
 
 
 
 
 
 



51 
 

Making Decisions Worksheet 
 
Directions:  
 
____ Fate:  
 ____ Someone Else Decides: . 
 ____ Putting It Off: . 
 ____ Impulsive:  
 ____ Doing Nothing: I will ignore this completely. 
 ____ Intuitive: I will do what feels right. 
 ____ Too Much Information:  
____ Sensible: I will take the most sensible solution and ignore my feelings. 
 ____ Head, heart, gut: stop and think, weigh my emotions, listen to my 
            Intuition. 
 
 
Think about it: 
 1. Circle the one(s) you think you use most often.  
  
 
 
___________________________________________________________________
 
 

 For each question below, give at least 2 reasons for your opinion. 
 

What ways would you want your children to use to make decisions?  
 

 _____________________________________________________
_____________________________________________________

 _____________________________________________________
_____________________________________________________
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 What ways would you want your boss to use to make business decisions? 
 __________________________________________________

___________________________________________________ 
 ___________________________________________________

___________________________________________________ 
What ways would you want your caregiver to use to make decisions?  
 

 ___________________________________________________
___________________________________________________ 

 ___________________________________________________
___________________________________________________ 

  

What ways would you want your best friend to use to make decisions?  
 

 ___________________________________________________
___________________________________________________ 

 ___________________________________________________
___________________________________________________ 

 

What ways would you want the U.S. government to use to make decisions?  
 

 ___________________________________________________
___________________________________________________ 

 ___________________________________________________
___________________________________________________ 
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Thinking About It Worksheet 
Not all decisions need as much thought as others. Some are automatic while 
others require serious thought. Use this scale to rate the following decisions. 
Write the number on the line. Compare and contrast your answers with other 

group members.  
0     1   2    3 

 
Not clearly                                         Routine                                         Think about                                              Stop, Think
under your                                          Habit                                                it a little                                                    Carefully 
control someone                             Becomes                                            Study                                                         research 
else decides                                      Automatic                                         it some                                                Ask Questions

 
 ____A. When to get up in the morning?  

____ B. What to eat for lunch?  

____ C. Where to work?  

____ D. What car to buy? 

 ____E. How to spend your paycheck? 

 ____F. What career to pursue? 

 ____G. How to stay healthy?  

____ H. Whom to date? 

 ____ I. When to swear?  

____ J. Who to trust as a loyal friend?  

____ K. What route to take from home to work?  

Think about it: Write your answers on the back of this paper. 1. Were there major 
differences in the way people in your group decide? Write at least three reasons
why you think this is the case. 2. Situations and people change all the time. What 
changes could cause your answers to change? List or web at least 3. 
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UNIT 3: CAREER READINESS/INTERPERSONAL SKILLS 
LESSON 2: SETTING BOUNDARIES 

 Opening Questions:  

as the best team you were ever a part of?  

What made it so great? 

  

 

Objective: 

our different aspects of interpersonal 
skills. Does anyone know what interpersonal skills are? (Interpersonal: being, 
relating to or involving relations between persons). 

another. Four skills we will explore today: Boundaries, Conflict Resolution, 
Negotiation, and Working on a Team. 

 Boundaries Group Discussion:  

How do we know our 
boundaries?  

 oundaries is to protect and take care of ourselves. We 
need to be able to tell other people when they are acting in ways that are not 
acceptable to us.  

A first step is starting to know that we have a right to protect ourselves. That we 
have not only the right, but the duty to take responsibility for how we allow 

 

  Communicate clearly.  Be specific.  One 
formula to use when someone crosses a boundary:  
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  Example: 

 When you interrupt me (describe behavior), I feel unimportant, sad and angry 
(describe feelings). I want to know that you care about me and respect what I 
have to say (describe what you want).  

f you continue 
(describe behavior), I will (describe what you will do).  

hreats or manipulating people make 
sure you will follow through on what you say setting healthy boundaries means 
being okay with whatever happens and being able to follow through with what 
you say. Making threats and not following through can create a dynamic where 
that boundary and other boundaries that you try to set might not be taken 
seriously. 

 are set by the organization (HR 
policies). Some boundaries are set by law. (sexual harassment, discrimination, 
etc.) Some boundaries are set by individuals. Complete practice setting 
boundaries worksheet.  
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Setting Boundaries Worksheet 
Directions: Complete 3 personalized boundaries statements, one for each topic
below and choose a specific topic of choice. 

 Examples:  

(Work) 
late on Thursdays because I have to pick up my little sister from school.  

(Relationship) 
yelling, swearing and/or being disrespectful. 

 (Home  younger sibling) I will let you borrow my stuff sometimes, but you have 
to ask permission before you borrow anything. 

Work 

I am willing to___________________________________________________, but 

______________________________________________.

_________________________________________________________________ 

Relationship 

I will___________________________________________________________,but 

__________________________________________________________________. 

Home  younger sibling 

I will___________________________________________________________,but 

_________________________________________________________________.

Topic: ____________________ 

I will___________________________________________________________,but 

_________________________________________________________________.
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UNIT 3: CAREER READINESS/INTERPERSONAL SKILLS 
LESSON 3: TEAM PLAYER 

Purpose: The Team -Player Survey will help you identify your style as a team 
player. The results will lead you to an assessment of your current strengths and 
provide a basis for a plan to increase your effectiveness as a team player. Teams 
may use the survey to develop a profile of team strengths and to discuss 
strategies for increasing team effectiveness. 

 Directions: First, this is a survey, and, therefore, there is no right or wrong 
answers. Please answer each item according to how you honestly feel you 
function now as a team member rather than how you used to be or how you 
would like to be. You will be asked to complete eighteen sentences. Each 
sentence has four possible endings. Please rank the endings in the order in which 
you feel each one applies to you. Place the number 4 next to the ending which is 
most applicable to you and continue down to a 1 next to the ending which is least 
applicable to you.  

Example: 

 As a team member, I am usually most concerned about:  

____ a. meeting high ethical standards. 
 ____ b. reaching our goals. 
 ____ c. meeting my individual responsibilities. 
 ____ d. how well we are working together as a group.  
 
Please do not make ties or use 4, 3, 2, or 1 more than once. It is possible that 
some of the sentences will have two or more endings that apply to you or will 
have none that apply to you, but you should assume these are your only choices 
and rank them accordingly. Each set of endings must be ranked 4, 3, 2, and 1. 
Remember, 4 = most applicable; 1 = least applicable. 
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THE TEAM-PLAYER SURVEY 
1. During team meetings, I usually: 
 ____ a. provide the team with technical data or information. 
 ____ b. keep the team focused on our mission or goals. 
 ____ c. make sure everyone is involved in the discussion. 
 ____ d. raise questions about our goals or methods.  
 
2. In relating to the team leader, I: 

 
____ a. suggest that our work be goal directed.  
____ b. try to help him or her build a positive team climate. 
____ c. am willing to disagree with him or her when necessary. 
 ____ d. offer advice based upon my area of expertise. 

3. Under-stress, I sometimes: 

 ____ a. overuse humor and other tension-reducing devices. 
 ____ b. am too direct in communicating with other team members.  
____ c. lose patience with the need to get everyone involved in discussion. 
____ d. complain to outsiders about problems facing the team. 

4. When conflicts arise on the team, I usually:  

____ a. press for an honest discussion of the differences.  
____ b. provide reasons why one side or the other is correct.  
____ c. lose patience with the need to get everyone involved in discussions.  
____ d. try to break the tension with a supportive or humorous remark.  
5. Other team members usually see me as:  

____ a. factual. 
 ____ b. flexible. 
 ____c. encouraging.  
____ d. candid.  
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6. At times, I am:  
____ a. too results-oriented.  
____ b. too laid-back. 
 ____ c. self-righteous.  
____ d. short-sighted.  
 
7. When things go wrong on the team, I usually:  
____a. push for increased emphasis on listening, feedback, and participation. 
 ____ b. press for a candid discussion of our problems.  
____ c. work hard to provide more and better information.  
____ d. suggest that we revisit our basic mission.  
 
8. A risky team contribution for me is to:  

. 
____ b. push the team to set higher performance standards.  
____ c. work outside my defined role or job area.  
____ d. provide other team members with feedback on their behavior as team 
members. 
 

9. A risky team contribution for me is to:  

 
 ____ b. push the team to set higher performance standards.  
____ c. work outside my defined role or job area.  
____ d. provide other team members with feedback on their behavior as team 
members.  
 
10. Sometimes other team members see me as:  
____ a. a perfectionist.  
____   
____ c. not serious about getting the real job done.  
____ d. a nitpicker.  
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11. I believe team problem solving requires:  
____ a. cooperation by all team members.  
____ b. high-level listening skills. 
 ____ c. a willingness to ask tough questions.  
____ d. good, solid data.  
 
12. When a new team is forming, I usually: 
 ____ a. try to meet and get to know other team members.  
____ b. ask pointed questions about our goals and methods.  
____ c. want to know what is expected of me.  
____ d. seek clarity about our basic mission. 
 
13. At times, I make other people feel:  

____ a. dishonest because they are not able to be as confrontational as I am. 
 

____ c. small- -range. 
 
other.  
 
14. I believe the role of the team leader is to: 
 ____ a. ensure the efficient solution of business problems.  
____ b. help the team establish long-range goals and short-term objectives.  
____ c. create a participatory decision-making climate. 
 ____ d. bring out diverse ideas and challenge assumptions. 
 

15. I believe team decisions should be based on: 

 
 ____ b. a consensus of team members. 
 ____ c. an open and candid assessment of the issues.  
____ d. the weight of the evidence.  
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16. Sometimes I: 
 ____ a. see team climate as an end in itself.  

 
 ____ c. fail to see the importance of effective team process.  
____ d. overemphasize strategic issues and minimize short-term task 
accomplishments. 
 
 17. People have often described me as: 
 ____ a. independent.  
____ b. dependable.  
____ c. imaginative. 
 ____ d. participative. 
 
 18. Most of the time, I am:  

____a. responsible and hardworking. 
 ____ b. committed and flexible.  
____ c. enthusiastic and humorous.  
____ d. honest and authentic.  
 
19. In relating to other team members, at times I get annoyed because they 

 
____ a. revisit team goals to check progress.  
____ b. see the importance of working well together.  
____ c. object to team actions with which they disagree. 
____ d. complete their team assignments on time. 
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TEAM-PLAYER SURVEY RESULTS 
Directions: 1. Transfer your answers from the survey to the lines below. 2. Please be careful 
when recording the numbers because the order of the letters changes for each question. For 
example, in question #1, the order is a, b, c, d, but in question #2, the order is d, a, b, c. 3. The 
totals for the four styles must equal 180.  

Question      
1.                            a.____                  b____                     c.____             d.____ 
2.                            d.____                  a.____                    b.____             c.____  
3.                            c.____                 d.____                    a.____              b.____ 
4.                            b.____                 c.____                    d.____              a.____  
5.                            a.____                 b.____                    c.____              d.____ 
6.                            d.____                 a.____                    b.____              c.____ 
7.                            c.____                 d.____                    a.____              b.____ 
8.                            b.____                 c.____                    d.____              a.____ 
9.                            a.____                 b.____                    c.____              d.____  
10.                           d.____                 a.____                    b.____              c.____  
11.                           c.____                 d.____                     a.____             b.____  
12.                           b.____                 c.____                    d.____              a.____  
13.                           a.___                   b.____                    c.____              d.____  
14.                          d.____                  a.____                    b.____              c.____ 
15.                          c.____                  d.____                   a.____              b.____  
16.                           b.____                c.____                    d.____              a.____  
17.                          a.____                 b.____                    c.____              d.____ 
 18.                         d.____                 a.____                    b.____             c.____ 
TOTALS:                   _____                  _____                      ____                 ____ =180      

The highest number designates your primary team-player style. If  highest numbers are the same 
or within three points of each other, consider them both as your primary style. The lowest total 
indicates your least active team-player style. Your primary team-player style defines a set of behaviors 
that you use most often as a member of a team. It does not mean that it is the only style you use. All of 
us have the capacity to use any one of the four styles. We simply use one style our primary style most 
often. 
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TEAM-PLAYER SURVEY RESULTS 

(Part II) 
 

 Who scored highest as a Contributor? 
______________________________ 

 Who scored highest as a Collaborator? 
_______________________________ 

 Who scored highest as a Communicator? 
________________________________ 

Who scored highest as a Challenger? 
_________________________________ 

 Do you thin  
__________________________________________________________
__________________________________________________________
__________________________________________________________ 

In what ways?______________________________________________ 

__________________________________________________________
Is there another style that describes you better?___________________

__________________________________________________________ 

Which one?__________________________ In what ways?__________

__________________________________________________________
__________________________________________________________ 
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Contributor  Task 
 The contributor is a task-oriented team member who enjoys providing the team with good 
technical information and data, does his or her homework, and pushes the team to set high 
performance standards and to use their resources wisely. Most people see you as dependable, 
although they believe, at times, that you may become too bogged down in the details and data, or 
that you do not see the big picture or the need for positive team climate.  
 

 People describe you as responsible, authoritative, reliable, proficient, and organized.  
 
Collaborator  Goal  
The Collaborator is a goal-directed member who sees the vision, mission, or goal of the team as 
paramount but is flexible and open to new ideas, willing to pitch in and work outside his or her 
defined role, and able to share the limelight with other team members. Most people see you as a 
big-picture person, but they believe, at times, that you may fail periodically to revisit the mission, to 
give enough attention to the basic team tasks, or to consider the individual needs of other team 
members.  
 

 People describe you as forward-looking, goal directed, accommodating, flexible, and 
imaginative. 

 
 Communicator  Process 
 The Communicator is a process-oriented member who is an effective listener and facilitator of 
involvement, conflict resolution, consensus building, feedback, and the building of an informal, 

s, 
you may see process as an end in itself, may not confront other team members, or may not give 
enough emphasis to completing task assignments and making progress toward team goals.  
 

 People describe you as supportive, considerate, relaxed, enthusiastic, and tactful. 
 

Challenger  Question  
The Challenger is a member who questions the goals, methods, and even the ethics of the team, is 
willing to disagree with the leader or higher authority, and encourages the team to take well-
conceived risks. Most people appreciate the value of your candor and openness, but they think, at 
times, that you may not know when to back off an issue or that you become self-righteous and try 
to push the team too far.  
 

 People describe you as honest, outspoken, principled, ethical, and adventurous. 
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UNIT 3: CAREER READINESS/INTERPERSONAL SKILLS 
LESSON 4: CONFLICT RESOLUTION  

What is conflict?  

 Discuss the many different words people associate with conflict/use to 
describe conflict.  

 How many are negative?  
 How many are positive? 

Conflict resolution is about finding a solution that works for everyone where 
 

 How do you deal with conflict? 

Analyze the five most common ways conflicts are handled: 

 Avoid  not dealing with the conflict at all, pretending it does not exist.   

Accommodate  give in, do what the other party wants.  

 Force  make the other party give in, use threats if necessary.  

Compromise  both parties give up something.  

Problem Solve  work together to find a solution that works for both parties 
in-

often the most difficult and time-consuming.  

Activity: Story Map  

 

 

 

 

 



66 
 

Directions: Recall a conflict they observed (at school, on the bus, in a store, at home, something 
you see on TV, etc.)  How are they handled? Identify one of the most five common conflicts that 
was used to resolve the conflict. Think about how it could have been handled better.  

 

Conflict Story Map 

Title 

______________________ 

(Characters)      (Settings)  

_________       ____________ 
_________       ____________ 
_________                           ____________ 
_________       ____________ 
_________                           ____________                     

 

   (Conflict)                          (Resolution)     

_____________                _____________ 

_____________                _____________ 

_____________                _____________ 

_____________                _____________ 

_____________                _____________ 
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When I Have a Conflict 
When it comes to conflict resolution, where do you stand right now? What are 
you doing to be a conflict solver? Take this quick self- test to find out. Respond 

yes or no to each statement. 
When I have a conflict  

_____ I try to calm down before I react. 

_____I do my best to avoid physical fighting. 

_____I believe I have more to gain by working thinkgs out. 

_____I listen to what the other person has to say. 

_____I look for ways to solve the problem rather than win the argument. 

_____ willling to compromise. 

_____I avoid using put  downs 

_____I speak my truth, but I do it respectfully. 

my own stuff. 

How many times did you anwer yes?  
Five or more? If so you are already a conflict solver a good part of the time.Keep at it! 

 
idea to 

try and do it until it starts to come more easily. Then choose another. Also continue to 
do whatever you said yes to. If you anwsered yes to the third statement
already made an important start. As you read earlier, being willing to work out conflicts 
is the first big step on the road to becoming a conflict solver. 
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Tips for Managing Conflict 
 
Directions: Review each tip and place a check mark next to each one. 

 
 ___Be assertive not aggressive (state your case but keep your cool) 
 
___ Pick a good time and place for both people  
 
___   
 
___Get the facts  
 
___ Deal only with the current conflict  
 
___  
 
___   
 
___ Stay calm  
 
___ Have a sense of humor  
 
___ Keep things in perspective  
 
 
Write your personal tips to yourself that remind you how to stay out of a 
conflict.  
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________


